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SUBJECT: RECORDS PROGRAM FOR THE CITY OF BEVERLY HILLS 


BY Ee 


ii. 
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Purpose - To establish a RECORDS PROGRAM to apply 
efficient and economical management methods to the 
maintenance, retention, preservation and disposal of 
ali vCleyivecordsvusedyinethenoperations of the. City’s 
business. 


Effective Date - Upon Council approval of RECORDS PROGRAM. 
Reference - City of Beverly Hills RECORDS PROGRAM MANUAL 


Procedures - Policy and procedures for the RECORDS PROGRAM 
arew.econtained in the, City of Beverly Hills RECORDS PROGRAM 
MANUAL which has been made available to all City Departments. 


Program and Departmental Retention and Transfer Schedules 
will be reviewed annually by City Clerk and Departmental 
Records Coordinators for updating and any changes required 
due to new types of records or new divisions or departments. 


RESPONSIBILITIES = The City Clerk shall be the Records 
Manager for the City, and shall be responsible for making 
additions, corrections, sand. changes to vthe City of Beverly 
Hills RECORDS PROGRAM MANUAL, with the approval of the City 
Attorney. City Clerk shall be responsible for implementing 
the poltetes, veules and procedures: contained in “satd Manual. 


City MaMager 


Digitized by the Internet Archive 
in 2024 with funding trom 
state of California and California State Library 


https://archive.org/details/C 124900724 
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PURPOSE 

To establish a RECORDS PROGRAM to apply efficient and 

economical management methods to the maintenance, retention, 

preservation “and disposal of all City records used in the 
operations or the Curry se business. “Nothing herein -is 
intended to waive the exemption of those particular records 
excluded” trom the Caditornia Public Records Ace as’ set Forth 
in Section 6254 of the Government Code. (See Authorities 
attached hereto.) 

SCOPE 

The RECORDS PROGRAM eovers ail City records except Library 

materials and museum materials used solely for reference 

or exhibition purposes| and stocks of publications and 

processed documents. 

DEFINITIONS 

Ay Mp ve hecovds.,. ar "Records! : Any writing containing 
information relating” to the conduct of the “Public's 
business; prepared, used, or retained by the City, 
regardless of physical torm or ‘characteristic, *~ For 
exemptions, see GC’ so7254 (Authors tires). 

B. Original Record (or Record Copy): That document which 
is produced by handwriting or direct typewriting and 
which bears either the signature of the author(s) or is 
designated by such author as the original document. The 
pecord copy may be a carbon copy or photographic copy 
Wile aetseas. tie OrT ei Vvan rom the Cliy ir tiere a s= no 
Other=originaly on Give in the City, dnd ia duplicate of 
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tne opiginal document for City's pecord purposes. The 
original or record copy may be various forms, such as 
pictures, maps, magnetic or paper tapes, photographic 
fiims and prints; Magnetic or punched cards, discs, 
drums, and other documents. (GC § 6252) 

Copy (Cor Duplicate): Is a duplicate of the original 
document or record which is produced either by photo- 
graphic or photostatic means or by carbon paper 
impression. 

Archival (Vital) Keeords: Those with historical or 
research value. 

Active Records: Those records which are two years or 
less in age. 

Inactive Records: Those records which are more than two 


years in age. 


OBJECTIVES 


A. 


To destroy and/or microfilm promptly at designated 

times those originals and duplicate records and working 
papers that are no longer needed for administrative, 
legal, fiscal, nvetorvcal., orrresearch purposes. 

By use of Records Transfer and Retention Schedules 

as adopted by each Department and approved by City 
Attorney, identify Public Records in each Department and 
set time requirements for originals and duplicates for 
retention and/or destruction. 

To protect records essential to the City Government in 


the event of disaster. 
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To ensure the preservation of records with long-term or 


permanent value. 
To conserve space presently utilized by storage of active 


and inactive: public records by the use of microfilm. 


Vu. RESPONSIBILEGIES 
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All City Departments are included in the RECORDS PROGRAM. 
Each Department and major division shall appoint a Records 
Coordinator, andpnotifysCityeClerk’sa0ffice of such appoint= 
ment. When a Coordinator terminates or leaves his position, 
a new appointment shall be made and City Clerk's Office 
notiPried,. 

Original Decuments creriless: 

Records Coordinatormawis. “dist one Porn A.W "Destruction List 


for. Ora ganalsy, 


such original documents or files which they 
recommend for destruction without microfilming. The Records 
Coordinator shall consult the Records Transfer and Retention 
Schedule submitted by their departments for the time periods 
as approved for destruction. (Any changes to such Records 
Transfer and Retention Schedule must be channeled by 
Department, Head. through City Clerk and City Attorney for 
approval.) 

Department) Head shall sign Form.A. and obtain approval of the 
list of documents recommended for destruction without 
Microtaimingaby the City. Attonmney. Form A wild. then, be 

sent ‘to..Ca ty .Cherkt. 

City eCUenk= Shoat? piece Resolution for Destruction of Records 
incorporating all Forms A received on the Council agenda 
during June and December of each year, and shall notify 


the requesting Departments of the approval or disapproval of 
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the requests. 

Records Coordinator shall destroy the records approved 

for destruction on Form A within two weeks of such 

approval by Council and sign a statement of destruction 
Usee Porm C.) Which shail be filed with) City Clerk. 
Duplicate Records or Files: 

Records Coordinators shall list duplicate records or files 
desired to be destroyed on Form 8B, "Destruction List for 
Duplicates and Other Documents Not Requiring City Council 
Resolution or Approval." This can be done at any time when 
the Records Coordinator determines the accumulation of such 
duplicate records or files requires ‘destruction. All docu= 
ments oOrpvriles Disted on Form 2 shail conform torthe, time 
requirements as listed in Records Transfer and Retention 
Schedule submitted by the Department and approved by Council. 
Department head enall sign Form Boar they approve such 
documents or files Tor destruction. and forward. Form B to 
City Attorney, who will check the, list with Records Transtfep 
and Retention Schedule for conformance, Lr isatistactory , 
City RiEtorney shall sign the srorm Band return: to Department. 
Records Coordinator shall destroy the listed documents or 
files and sign Statement of Destruction (See Form C,) within 
two weeks of approval by City Attorney. Original Form C 
shall be filed in the Department, with a copy forwarded to 


City Clerk. com sid ince wlineta Copy Ole sh omm ks 


Microfilming, of Records: 
Records Coordinator shall list those documents requiring 


Mieorvoriming on Form D, “Request for Microftining.” These 
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documents or files must be listed for microfilming on the 
Department's Records Transfer and Retention Schedule, and 

the time requirements satisfied. 

Department Head shall approve Form D and forward to City 

Cle rick 

City Clerk will schedule the transfer of the designated 

records to a storage area prior to preparation for microfilming. 
Materials to be transferred shall be prepared in accordance 
Weth form 2. “ine tyuetious *oOp. cUPMLtting Materialca torcd.ty 
Clerks Office forePreparation and Microriiming, “and for 


Completion “of "Request for Microriiming. ." 


eee Peele. 

A. Original records, whether listed on Records Transfer and 
Retention Schedule or not, may not be destroyed if less than 
two years old. Arter two years, original records’ to be 
destroyed without microfilming must be approved for des- 
truction by written cGonsent of “the City Attorney and 
Resolution of the City Council. (See Government Code 8 34090 
and S4090.5, AurHOrit2es, £0r CTriginals which may not De 
destroyed.) 

B. Duplicate records listed on Records Transter and Retention 
Schedule, and other documents as exempted from disclosure 
requirements in Government Code 8 6254(a) (See Authorities), 
shall be destroyed as soon as possible by Coprdinator, after 
approval of the Department Head and City Attorney. 

G@. In "questions arising Ppecarding retention, destruction, or 
any other areas of the RECORD PROGRAM, a Committee composed 


of Ciay Aeronpney, City Clerk. sand Records Consultant will 
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RECORDS PROGRAM 
Department 


DESTRUCTION SEL ST 


RESOLUTION # 


Type of item iInciLusave: dares 
or Name of File Chek hogs bs or 
Oro PL le Series nals Copies Date of Last [ten 
APPROVED: 

Department Head City -Atrorney 


DATE: FORM A 
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RECORDS PROGRAM 


Department (Division) 
Original to File 
Copy, tot City Clerk 
DESTRUCTION LIST FOR DUPLICATES 
AND OTHER DOCUMENTS NOT REQUIRING 
CITY COUNCIL RESOLUTION OR APPROVAL 


Type of Item or Name of File or File Series Inciusiver Dates .or 
Datel or Last) ltem 


Sn nn Ut yI nn snp pe 
APPROVED: 


Department Head City Attorney 


Date hp. Date FORM B 
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ECORDS PROGRAM EN 
Original to File lll 
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CATY OF BEVERLY HILLS 
CALIFORNIA, 90210 


STATEMENT OF DESTRUCTION 


I hereby certify that the items listed below (or on 
the attached list) have been destroyed as approved by 
thes 

gz City Council per Resolution: No. om 


City Attorney and Department Head on attached 
Destruction List for Duplicates etc. 


Records Coordinator or Department Head 
Department 
Date 
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REQUEST FOR MICROFILMING Department 
ipeetten ton | 2s 3. Approximate 4. Disposition 5 
Retention NAMEROR IYPE.OF FILE OR, ITEM Quantity Size of Items 
scnedule Return, (Dest re 
! 
ke 
(=) 
! 
GUYS. GUERK YS OFFICE 
Date . | Received: 
Filming Completed: 


aa Record Coordinator 
Sea ee coeritment: Head © 9. 
FORM D Roll Numbers: 


INSTRUCTIONS FOR SUBMITTING MATERIALS TO CITY CLERK'S OFFICE 
FOR PREPARATION AND MICROFILMING AND FOR COMPLETION OF 
"REQUEST FOR MICROFILMING". 


1. All materials must be listed on a "Request for Microfilming" 
form available in the City Clerk's Office. Form to be typed 
in duplicate. 


2. All materials must be submitted in a transfer case, clearly 
marked with Retention Schedule Item #, type of material and 
inclusive dates of material. (Items #1 and #2 on "Request 
for Microtiiming’ Storm.) 


o. Submit, the material in can onderniy fashion alphabetical, 
numerical, neatsand cleans) “The City Clerk's Office will. pre- 
pare .thezdocuments for microfilming = .Preparation by this 
office .includes memovine staples, paper clivs, etc; and 
repairing tears. "making Adentaryinge cards. ete. 


4. Approximately 2,500 to 3,000 documents will fit into one 
transfer (case and Onco one; roll of mMicrofiim.. (This anount 
depends on the nature and size of documents.) Please do 
not overload the) cases. 


5. submit only one type of material in each transfer case. Number 
the Cases citi rs manner ges Ote) -Of aor oy 82, OF opal oo.0L. on 


6» It will be necessary to submit the quantity and varying sizes 
Of-=matenials  invedqcn transtenvease ~ "Note this: wien placing 
the documents im the ‘cases. (items #5 and #4 on "Request ‘for 
MECTOPAImMing. =o nn.) 


7. Submit all documents of one nature at the same time ,operating 
on either a fiscal year or a calendar year. (Example: Demands 
from the City Controller s Oftace,- Demands are. tilted aipha- 
betically and on a fiscal year, therefore submit Demands A to Z, 
Vear (1970-7) 2ab -Oone. tiumen,) 


8. Some documents will be microfilmed by the fiscal year (payroll 
registers, demands, checks, etc.) and some will be filmed by 
the calendar year (resolutions, ordinances, minutes, etc.). 
Each department coordinator will make the determination as to 
the manner in which it should be done by submitting the material 
im that manner. 


OO, Since each Troll.of {vim will contain only ones type of document; 
we prefer not to microfilm a small amount of material unless 


we are requested to do so. In this case the materials can be 
held up for<an.edaitiaonal year so filming will be worthwhile. 
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The City Clerk's Office will retain the diazo (duplicate) 
COpy of the microtiim. ine original will be filed with the 
County of Los Angeles Microfilm Center in accordance with 
the contract on file in this office. The duplicate copy 

in the City Clerk's Office is available for reference and 
hard copies may be made if required. 


After the documents have been microfilmed, the film received 
and checked, the documents will be destroyed. Jit tie material 
iS a permanent record or you wish to retain it, please state 
SO0-and it widl) be returned. © This request should also include 
file folders, hard back Coverings, or any reusable items ; 
(Item #5 on "Request for Microtiimnine™. form. ) 


After destruction, the empty transfer cases will be returned 
to the concerned department. 
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GOVERNMENT CODE 
OF THE 
STATE OF CALIFORNIA 


CHANGES MADE IN THE GOVERNMENT CODE THROUGH 
THE END OF THE 1975 REGULAR AND THE FIRST, 
SECOND, THIRD EXTRAORDINARY SESSIONS OF THE 
1975-76 LEGISLATURE 


§ 34004. Authority to impose duty of municipal officer on other officer: 
Method: Filing ordinance 


Non-transferability of fire inspection duties: H & S C § 13146.5. 


§ 34080. Proceedings for which affidavit required: Certificate of Secretary 
of State 


Review of Selected 1973 Code Legislation. 5 Pacific LJ 488. 


§ 34090. Authority of head of city department to destroy city records: 

Exceptions: Authority provided in § 34090.5 not limited or qualified 

Unless otherwise provided by law, with the approval of the legislative body 

by resolution and the written consent of the city attorney the head of a city 

department may destroy any city record, document, instrument, book or 

paper, under his charge, without making a copy thereof, after the same is no 

longer required. 

This section does not authorize the destruction of: 

(a) Records affecting the title to real property or liens thereon. 

(b) Court records. 

(c) Records required to be kept by statute. 

(d) Records less than two years old. 

(e) The minutes, ordinances, or resolutions of the legislative body or of a 

city board or commission. 

This section shall not be construed as limiting or qualifying in any manner 

the authority provided in Section 34090.5 for the destruction of records, 

documents, instruments, books and papers in accordance with the procedure 

therein prescribed. 

Amended Stats 1975 ch 356 § 1. 

Amendments: 

1975 Amendment: Substituted “two years” for “five years” in subd (d) of the second paragraph. 

57 Ops Atty Gen 307 (authority of city department head to destroy any city record, document, etc., not 
covered by this section’s exceptions, provided that the department head obtains approval of legislative 
body by resolution and written consent of city attorney; legislative intent that two microfilm, or other 


authorized type copies, be made and retained indefinitely, with respect to destruction of city record 
covered by this section’s exceptions. 
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§ 34090.5 GOVERNMENT OF CITIES 


§ 34090.5. Authority of city officer having custody of public records 
to destroy them: Conditions 


Notwithstanding the provisions of Section 34090, the city officer 
having custody of public records, documents, instruments, books, and 
papers, may, without the approval of the legislative body or the 
written consent of the city attorney, cause to be destroyed any or all 
of such records, documents, instruments, books, and papers, if all of 
the following conditions are complied with: 


(a) The record, paper, or document is photographed, micro-photo- 
graphed, or reproduced on film of a type approved for permanent 
photographic records by the National Bureau of Standards. 


(b) The device used to reproduce such record, paper, or document on 
film is one which accurately and legibly reproduces the original 
thereof in all details. 


(c) The photographs, microphotographs, or other reproductions on 
film are made as accessible for public reference as the book records 
were. 


(d) A true copy of archival quality of such film reproductions shall be 
kept in a safe and separate place for security purposes. 


Provided, however, that no page of any record, paper, or document 
shall be destroyed if any such page cannot be reproduced on film with 
full legibility. Every such unreproducible page shall be permanently 
preserved in a manner that will afford easy reference. 


Added Stats 1955 ch 1198 § 1; Amended Stats 1970 ch 55 § 1; Stats 1971 ch 56 § 1. 


Amendments: 


As added this section read: “The city officer having custody of public records, 
documents, instruments, books, and papers, may cause to be destroyed any or all 
of such records, documents, instruments, books, and papers, if all of the following 
conditions exist: 

“(a) Seven years have elapsed since the last day of the fiscal or calendar year in 
which such record, document, instrument, book, or paper was prepared. 

“(b) Such record, document, instrument, book, or paper is not, in the opinion of the 
officer having custody of it, of sufficient historical, administrative, legal, fiscal, 
research, or other value, to justify its retention in its original form. 

“(c) The officer having custody of such record, document, instrument, book or 
paper, maintains for the use of the public a microphotographic film print, or 
copy, of each such record, document, instrument, book, or paper destroyed, 
prepared pursuant to the procedure specified in Sections 1920b and 1923 of the 
Code of Civil Procedure. 

“(d) The officer having custody promptly seals and stores at least one original 
negative of each such microphotographic film in a manner and place reasonably 
calculated to assure its preservation indefinitely against loss, theft, defacement, or 
destruction.” 

1970 Amendment: (1) Added “Notwithstanding the provisions of Section 34090,” 
before “the city” in the first sentence; (2) added “, without the approval of the 
legislative body or the written consent of the city attorney,” after “papers, may”’ 
in the first paragraph; and (3) substituted ‘‘Five” for “Seven” before “years have” 
in subd (a). 

1971 Amendment: Amended the section to read as at present. 


57 Ops Atty Gen 307 (absence of requirement as to how long original city documents be kept before they 
are microphotographed and destroyed, provided that copies are made and preserved as prescribed by 
Statute; requirement that mechanical reader be available to public for microfilm and microfiche items; 
furnishing requested copies of records and documents; propriety of making additional microphoto- 
graph or microfilm copy from the original document or from microphotograph thereof). 
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§ 34090.6. [Added by Stats 1957 ch 745 § 1 and repealed by Stats 
1963 ch 848 § 1.] 


§ 34090.7. Destruction of duplicate city records less than five years 
old 

Notwithstanding the provisions of Section 34090, the legislative body 
of a city may prescribe a procedure under which duplicates of city 
records less than five years old may be destroyed if they are no longer 
required. 

Added Stats 1963 ch 249 § 1. 


Collateral References: 
Cal Jur 2d Records and Recording Laws § 9. 
McKinney’s Cal Dig Records § 45. 
66 Am Jur 2d Records and Recording Laws § 10. 


57 Ops Atty Gen 307 (absence of requirement as to how long original city documents be kept before they 
are microphotographed and destroyed, provided that copies are made and preserved as prescribed by 
Statute; requirement that mechanical reader be available to public for microfilm and microfiche items; 
furnishing requested copies of records and documents; propriety of making additional microphoto- 


graph or microfilm copy from the original document or from microphotograph thereof). 
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§ 6254. Records exempt from disclosure requirements 


Except as provided in Section 6254.7, nothing in this chapter shall be 
construed to require disclosure of records that are: 


(a) Preliminary drafts, notes, or interagency or intra-agency memo- 
randa which are not retained by the public agency in the ordinary 
course of business, provided that the public interest in withholding 
such records clearly outweighs the public public interest in disclosure; 


(b) Records pertaining to pending litigation to which the public 
agency is a party, or to claims made pursuant to Division 3.6 
(commencing with Section 810) of Title 1 of the Government Code, 
ae Pie litigation or claim has been finally adjudicated or otherwise 
settied; 


(c) Personnel, medical, or similar files, the disclosure of which would 
constitute an unwarranted invasion of personal privacy; 


* * * * & 


(e) Geological and geophysical data, plant production data and 
similar information relating to utility systems development, or market 
or crop reports, which are obtained in confidence from any person; 


(f) Records of complaints to or investigations conducted by, or 
records of intelligence information or security procedures of, the office 
of the Attorney General and the Department of Justice, and any state 
or local police agency, or any such investigatory or security files 
compiled by any other state or local agency for correctional, law 
enforcement or licensing purposes; 


(g) Test questions, scoring keys, and other examination data used to 
administer a licensing examination, examination for employment, or 
academic examination; 


(h) The contents of real estate appraisals, engineering or feasibility 
estimates and evaluations made for or by the state or local agency 
relative to the acquisition of property, or to prospective public supply 
and construction contracts, until such time as all of the property has 
been acquired or all of the contract agreement obtained, provided, 
however, the law of eminent domain shall not be affected by this 
provision; | 

(1) Information required from any taxpayer in connection with the 
collection of local taxes which is received in confidence and the 
disclosure of the information to other persons would result in unfair 
competitive disadvantage to the person supplying such information; 


(j) Library and museum materials made or acquired and presented 
solely for reference or exhibition purposes; and 


(k) Records the disclosure of which is exempted or prohibited 
pursuant to provisions of federal or state law, including, but not 
limited to, provisions of the Evidence Code relating to privilege. 


() In the custody of or maintained by the Governor or employees of 
the Governor’s office employed directly in his office, provided that 
public records shall not be transferred to the custody of the Gover- 
nor’s office to evade the disclosure provisions of this chapter. 


(m) In the custody of or maintained by the Legislative Counsel. 


(n) Statements of personal worth or personal financial data required 
by a licensing agency and filed by an applicant with such licensing 


agency to establish his personal qualification for the license, certifi- 
cate, or permit applied for. 


Nothing in this section is to be construed as preventing any agency 
from Opening its records concerning the administration of the agency 
to public inspection, unless disclosure is otherwise prohibited by law. 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OIVISION 7 [S48 Sik AT Se [Oe a i) 
CITY MANAGER'S OFFICE COMMUNITY SERVICES 
RETENTION PERIOD ; 
RECORD SERIES TITLE | MICROFILM | DESTROY REMARKS 
Inactive AFTER AFTER 


Gee; AC 0 C 0 C 


D. Community Services (Continued) 
4. Activities; Events 
aoe HictoriCca,. 
bee Anniviad: 
5. Community Centers;Facilities 


Ee eubicicsRelations 
Ne Press Releases 
2. News Clippings 


Le Statistics 


A. Reports 
eens Oe rLCaL 
2. Anna. 
B. Budget 
Letts tOLr Teal 
2. Annual 
- Purchase Orders 
: Warrants 
Payroll Reports; Transmittals 
- Reference Material 
Petes torical 


Maintain P.O.'s and 
Warrants at least 
One year past end 
of Fiscal Year 
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its -PYO}CCTS 
A. Departmental 
errs Comicads 
oe Ann Wal 
Bee--CLty— Schoo. 
ie  HEStOrECcal 
2s Annual ; 
RETENTION CONE SOloer er Nal 6“ eoey 


es ee Ci Crew Opi neahe. C aniere led eet iis aie 


ARS ANSUASE ASUEy ee tee ets Sens Ure2s=ee— 
Geer ClO Se ae Or eon ew mcr lessee) FY: -eISGAL EAR “Garrent: tae tack tab eee 


RECORDS TRANSFER AND RETENTION SCHEDULE 


Olvision | EFFECTIVE OAT Ee 


DEPARTMENT 


PBUREDING -GeoAPET Y 


| 
RETENT:ON PERIOD. E 
2 DESTROY REMARKS 


RECCRD SERIES TITLE : ae 
ARES | Inactive | Nea 


1. Reference Manuals (Maps,Ordinances 


GeResolutions, ICBO Reports ,cétc.) See Note below.* 


Zoe Obie ringe-Calculations &. Corrections — 2 
3 Pu rainee Plans : | | 
(a) Major Projects 2 (a2 
(Dea Minor =Proyects 204 2 
Ao Other- Plans (Electrical, Mechanical, | 
Gradations etce) 
(a) Major Projects Z 2 Z 
Che =MainoreProvects 2 eZ 
So Die dine sPerniit! Forms P 5 Annually 5 
Ga _OtChernPermn. t=rorms- (Except for. Signs) Z S pot 5 
fi Sign Permit Forms ae 2 *p Doo 
SD Obmeheporussqeleead=khes tri ctions Pp | 
Oe Photograph File =P | 
10. Inspection § Test Reports 5 ES | 
Pee Address ohiles ca kD See Note below.*« 
be -otreeteAddress a KD 
Pore Gerutercates of benancy =P 2 ae 2 
PerCertiticates of Occupancy 2? ris 
Ps. GONpld int .-Lop Z 2 
EO] “eV. wOous= hudget- Statistics (Such as | 
month end report, etc.) 5 5 5 5 


Wea Mheronuimwoiades Gq, Other i1nformatron )i. P 
P= Departmental Historical Statistics 
(such as summary of building records, 
permit record journal, Swimming Pool), 
eniasse COU te tC.) P 


* Replaced as Updated 


poe Ore eee buliding 
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ae BL 


> 


: Wii th i" 
ou As 


vc 
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RECCRDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


OIVtslOn ES aa ate) AST es 


“BUILDING § SAFETY 


RETENTION PERIOD ee 
ee | OFFIC : 2 MICRUFILM [| DESTROY REMARKS 
ARES Inactive ARTER AFTER 


—_—_— = = Sa 


Baca 2. : ! ; aa 


UY 


Poe Meter books «(Gas <G Electric) 

20 = Var rous budget files. (Requisitions, 
refunds, etc.) 

Ap eaepar une t ponds bi Les 

22. Additional Permit Fees 


Li —=——Vertous-1ersonne) G Data-~Processing 
Reports EV ansfPerred sto =rersonn: 
Department 2 years afte 
employee's departure. 
ieee emote oLo@orh See mlanecous Personnel 


Sibaters 1cseG sl ntormatton 
Zee Ia Ge OU Cel yeh epor ts 
202 = Opeclai-eotuates -G- Reports 


Individual approval 
for déestruction=wall—be 
obtained, 1f£ required. 


Hl eeNS SOC At ONS 5 5 5 5 
Pee ayerseles (Chronological) 5 5 
Coe een -Vepartmental G-Intra-Office 
Communications Z e Z Z 
SNC lee oa ed ae ered gat dl eo fe Z 
Ss dining Commission files 2 2 
oc. Jelephone Messages 6 M 6M 
Dope oWOmt land BOOKS 6 Mo. 6 MO. 
a4 Dead Project: Fite 1 1 1 1 
pee ist = ORTGINAL CC" copy 
APSA sah G SLE Re tee (Scien San DEE SiGe 
a ee 3 E eerie > 2) See 
A ee i toEe CANCELLED F isC=tL FEAR Carrer i T 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CLPY-ATTORNEY. 


RECORD SERIES TITLE 

** (SEE REMARKS) 
Administration 
Advertising 
Aim Pollution 
Alleys 
Animals 
Annexations 
Architectural Commission 
Assessments 
Astrology - Fortune Telling 
Beverly Hills City Employees Assn. 
Beverly Hills School District 
Bonds 
Budget 


Building Department 


Building Department: Building Regulationg 


RETENTION CODE COE ORIGINAL 
SX FENWIOWE 

AR ANNUAL REVIEW 

Gas CLOSEDECOMPEBTEDS CANCELLED 


DIVISION EFFECTIVE DATE 


RETENTION PERIOD 


OFFICE MICROFILM DESTROY REMARKS 
AREA AFTER AFTER 
(eau ane | nas 
All research, legal 

opinions & copies of 
Council ordinances, 
resolutions & motions 
contained in any of 
the files noted herein 
shall be transferred 
to permanent files (if 
not duplicates) before 
destruction of balance 
of file's contents per 
retention schedule. 
Microfilming or trans- 
fer to-City.Clerk stor 
disposition is author- 
ized in lieu of per- 
manent retention on 
approval of City 
Attorney. 


Selective m/f 


neu : 
PeSCcoey 
CY CALENDAR YEAR -Current) Pp PERMANENT 
E EXPIRED ce CUPER SEES 
FY. EISCAL-YEAR rCurrent) T- TERMINGS ee CA 
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MGS 
Ly i 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY ATTORNEY 
RECORD SERIES TITLE 

** (See Remarks —- Pg. 1) 
Business Licenses 
Buses 
California Code Service 
Central Services & Purchasing 
Chamber of Commerce 
Charters 
City Attorney 
City Clerk 
CatyaGOnCrol Ler 
City Treasurer 
Civil Service Commission 
Civil Service Commission: Appeals 
Claims: General Information 
Code Enforcement: General 


Commissions 


RETENTION CODE 

A - AUDIT 

AR ANNUAL REVIEW 
C - CLOSED. COMPLETED. CANCELLED 


“0” ORIGINAL 


RETENTION PERIOD 


OFFICE 
AREA 


iM CoPeye y= 


! 


DIVISION 


3 MICROFILM 
Inactive AFTER 


CY CALENDAR YEAR ;Current) 
EB EXPIRED 
FY FISCAL YEAR (Current) 


* To City Clerk for Disposition (m/f or destruction) 


t 


DESTROY 
AFTER 


EFFECTIVE DATE 


p 
Ss 
T 


REMARKS 
- PERMANENT 
SUPERSEVEW 
- TERMINATED cS 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY ATTORNEY 
REGORD SERIES: TITUE 

** (See Remarks - Pg. 1) 
Committees 
Community Antenna TV Systems 
Computers 
Conflict of Interest Codes 
Containers 
Continuing Education of the Bar 
Contracts 
Council 
Courts 
Culturvareracilities 
Deeds and Easements 
Disaster and Civil Defense © 
Driveways 
Drugs 


Elections 


retention cone = "0" ORIGINAL 


A - AUDIT 
AR ANNUAL REVIEW 
C - CLOSED. COMPLETED. CANCELLED 


RETENTION PERIOD 


OFFICE 


AREA 


4a Gi COP 


CY CALENDAR YEAR ;Current) 
—& EXPIRED 
FY FISCAL YEAR (Current) 


MICROFILM | DESTROY 
Inactive AFTER AFTER 
: = 


| 


| 
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) 
S 
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* To City Clerk for disposition (retention or destruction) 


DIVISION , EFFECTIVE DATE 


REMARKS 


Selective microfilming 
2-VVs--arver.closing. £1 le 


- PERMANENT 

SUPERSEWEL 
: CA 

- TERMINATED: 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION EFFECTIVE DATE 
CITY ATTORNEY 


RETENTION PERIOD 


RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER | AFTER 
** (See Remarks - pg. 1) Bape eave Ser eee acca ele te 
| ; 
Energy Crisis 2 L ! Darel 
| i | 
Equipment Inventory 5 aE | 5S hele meee 
Fair Political Practices Committee Saal syeee ENR eA ancl. 
Finance Palin: at ~ * 1 
Firearms Registration Des: 2 1 
| 
Fire Department Dee Deal. 
First Aid Services | PES De Peak 
Franchises Cisan ls 2 af fe C+5 1 |Selective microfilming 5 
yrs. after closing file. 
Freeways Dear SL 2 1 
Funds 2 1 2 ik 
Gambling | Sue ok : eb ee 
Gasoline Storage Tanks PT At 7 2 ae 
General Plan Pirated ! 2 1 
Health Ase : | pee mel 
| | 
Helicopters and Heliports | 2 ee Zoe 
| | | 
RETENTION CODE "0" ORIGINAL "C” COPY 
A - AUDIT CY CALENDAR YEAR Curren P . PERMANENT 
AR ANNUAL REVIEW : E EXPIRED S  SUPERSEWEL: ate 
C - CLOSED. COMPLETED, CANCELLED FY FISCAL YEAR (Current) T - TERMINATED 


cTO City-Clerk for aioe ition (retention or destruction) PAGENO 4 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY ATTORNEY'S 


RECORDZERIES 414 EE 


DIVISION 7 EFFECTIVE DATE 


RETENTION PERIOD 


** (See Remarks - Pg. 1) i tose 

Insurance | yet: 

Inter-Governmental Activity : ye 

League of California Cities 4) 1 

Legislation Peres 

Library Department 2 if 

Liquor Licenses 2 L 

Litigation - Anti-Trust CESe aL 

Litigation civil Non lort iv A = stl 

Litigation - Criminal Crs eet 

Te Gataone—- Civil -- Tort N/a 

Massage Parlors Z if 

Metropolitan Water Heetrict 2 1 

Mosquito Abatement 2 1 

Mutual Aid 2 +: 

Newspapers 2 | i 

NIMLO 5 At 
nerention cone "0" ORIGINAL 
A . AUDIT CY CALENDAR YEAR (Current P . PERMANENT 
AR ANNUAL REVIEW — EXPIRED S  SUPERSEWED: 
€ - CLOSED, COMPLETED. CANCELLED FY FISCAL YEAR (Current) T - TERMINATED: 


a 


OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 
; i { 


CA 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


City Attorneys 


RECORD SERIES <I EE 


** (See Remarks - Pg. 1) 


Noise 

Oil Extraction and Production 

Opinions 

Opinion Exchange Program 

Ordinances 

Pacific Electric Railroad 

Parades 

Parking 

Parking Authority 

Parks 

Payroll 

Permits 

Personnel 

Personnel: Workers' 

Planning Commission 
RETENTION CODE 


A - AUDIT 
AR ANNUAL REVIEW 


C - CLOSED, COMPLETED, CANCELLED 
ero re rey =CLerk= Lor disposition (m/£ or destruction) 


Compensation 


POE MOR TCINAL COP 


RETENTION PERIOD 


MICROFILM 
AFTER 


ORFRICE 
AREA 


OIVISION 


Inactive 


CY CALENDAR YEAR :Current) 
is eed lintel) 


FY FISCAL YEAR (Current) 


‘ 


DESTROY 
AFTER 


EFFECTIVE DATE 


REMARKS 


Selective microfilming 5 
yrs. after closing file. 


P . PERMANENT 

See OUPERS Ee 

T - TERMINATED: CA 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OIVISION ; EFFECTIVE DATE 


City Attorney's 


RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER | AFTER 
KK = = 
(See Remarks Pore) ag c 0 : C 9 | C 
Planning Commission: Conditional Yse .,; 2 | 1 [Ea ek 
. ermit 
Planning Commission: Variances 2 1 | Viasat 
Planning Commission: Zoning 2eerals : fe ay 
Planning Department 2 | af 2 ai 
Police Department 2 : ag 2 1 
PolicesPower eas | 2 ay 
Property: City 2 z 2 ap 
Property Damage Denali 2 1 
Prosecutions (combine w/Lit.Criminal?) era ak 2 it Mucho geal 
Publications Cipro th 2 1 
Public Liability Piss ik 2 AE 
Public Records 2d 2 i: 
Public Utilities 22k | eee ril 
Public Welfare eet | 2 1 
| 
Public Works Department 2 | 1 Disa! 
Railroads 2D | Ar 2 it 
nerention cone = “Q" ORIGINAL “C” COPY 
A - AUDIT CY CALENDAR YEAR ;Current P . PERMANENT 
AR ANNUAL REVIEW : E EXPIRED S  SUPERSEWEL! CA 
C - CLOSED. COMPLETED. CANCELLED FY FISCAL YEAR (Current) T - TERMINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OIVISION EFFECTIVE DATE 


City Attorney's 


RETENTION PERIOD 
RECORD SERIES A IPLE OFFICE ; MICROFILM DESTROY REMARKS 
AREA Inactive AFTER AFTER 
H } fe 3! 


** (See Remarks - Pg. 1) | 0 : GC 

Recreation Department | yahca 

Reservoirs : 2 | 1 

Safety 2 | i 

Short Wave Radio 2 ik 

Solicitation: Charitable & Religious 2 

Solicitation: Peddlers & Canvassers 2 

So. Calif. Assn. of Governments 5 2 

So. Calit Rapid Transit’ District 2 ib 

Streets 2 1: 

Subdivisions if 

Taxes 2 a: 

Taxicabs | c+3 1 

Theatres : 2 a. 

Tow Trucks ; Cts. L 

Traffic Department | 2 | - 

Traffic Regulations | 2 | t 

eo nerention cone — "Q" ORIGINAL “C” COPY | 

A - AUDIT CY CALENDAR YEAR :Currents P . PERMANENT 
AR ANNUAL REVIEW : & EXPIRED S SUPERSEDE. CA 
C - CLOSED. COMPLETED, CANCELLED FY FISCAL YEAR (Current) T - TERMINATED: 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


‘DEPARTMENT OIVISION ' EFFECTIVE DATE 
City Attorney's 


RETENTION PERIOD 
RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 
= 


0 i c Seas ue 
Trust Funds | Die |: 
| 
Vehicles | 2 it 
{ 
Water Department 2 1 
Youth Activities 2 1. 
Zoning 2 1 
i | | 
| | 
nerention cone = "(Q" ORIGINAL “C” COPY 
A - AUDIT CY CALENDAR YEAR :Current) P . PERMANENT 
AR ANNUAL REVIEW E EXPIRED S  SUPERSEQEL 
C - CLOSED, COMPLETED, CANCELLED FY FISCAL YEAR (Current) T - TERMINATED: CA 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION r 
CITY CLERK'S OFFICE 


RETENTION PERIOD 
RECORO-SERIES“TITEE OFFICE : MICROFILM DESTROY 
AREA Inactive AFTER AFTER 


EFFECTIVE DATE 


REMARKS 


Administration Action (Ticklers) - - 2 - 
Request for new & completed ticklers 
Accident Prevention Service Reports - - - 5 
Administrative Regulations - 0040 - - 2 ik 
Ticklers and Correspondence/General 
Administrative Regulations - 0040 - - 5 i 
Control Folder 
Administrative Regulations - 0040 - - 2 - 
Transmittals 
Agenda Statements (and Staff Reports) = 2 2 i 
Air - Aerials, Antennas, Smog, TV - 0060 = = 2 2 
Air - - - 2 1 
Alarms - 0070 - - 2 2 
Alleys - Closing, Vacation, Widening - 0080 - - 2 Z 
Setback Sas 
Alley Assessment District - 0080 I - - 2 
Animals & Birds, Pests, Rodents - 0100 - - Z 2 
Annexations & Detachments - 0120 - - Spy ee 
General | 
RETENTION CODE “0” orRIGINAL “C” copy 1 Immediately 
BIR CY CALENDAR YEAR Current P PERMANENT 
AR ANNUAL REVIEYY —SeeiR Ee SS SWIeSet ters, 
C - CLOSED COMPLETED CANCELLED FY FISCAL YEAR Current T - TERMINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEPARTMENT 


CITY CLERK 


RECORD SERIES* Lit GE 


Annexations - 0120 
Annexations Abandoned - 
Annexations Boundaries 
Assessment District - 0 
Associations - 0160 


Auditors - 0180 


Beverly Hills City Seal 


0120 


- 0120 


140 


- 0210 


Beverly Hills, City of Articles of Incorporation 


Bill of Sale - 0240 (Water System Historical) 


Bonds - 0260 Miscellaneous, Calls & Issues, 


Sewers & 
Historical 


Correspondence 


RETENTION © 


eee NOD eh 
AR ANNUAL 


CECEOSES 


Drains, Water 


ONE {Oe ORTGINAL 


ENTE 


CON PsSTES CANCELLED 


OItVIsSIONn , EFFECTIVE OATE 


RETENTION PERIOO 


OFFIC 
0) : c @) 
ean I 
P | 2 
Pees ras, of 
| 
1p 2 if 
3 2 - 
2 2 2. 
P = = 
P = I 
Pp 5 = 
Pp 5 = 
Sere el 
Te CeeCORY. I Immediately 
CY ECALEND ARS CAR Seat entl 
Ee Sein: 
Evens GAs GARe sGenhenta 


MICROFILM 
AFTER 


DESTROY 


REMARKS 
AFTER 3 


9) C 


- Filed in Vault in offset 
master box E 


x Filed in Vault 


P PERMANENT 


= 


TERMINATED CK 


5 Fuel 
Tigh. fe 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY CLERK 


RECORDSERIESTITEE 


Beverly Hills, City of - 0210 
Historical -~ Miscellaneous 


Beverly Hills Community Service Newsletter 


OtVISION j EFFECTIVE DATE 


RETENTION PERIOD 
OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 


eee Se 


' 
- - _- - 


oO 


Bibliography - 0215 2 | - - - 2 ~ 
Bicentennial Celebration 1976 P 2 - - - 2 
Bids - 0220 Z 6 - - 2 6 mp 
Bid Opening Check list » - - = - 
“Budget - 0300 P 2 2 - - Z 
Building and Safety - 0320 2 1 - - 2 1 
Burglar Alarm - 0330 Z 2 - - 2 2 
California State of,Motor Vehicle Department - 0360 2 2 2 - 2 72 
California Code Service - 0350 Doe - - 2 = 
Transmittals . 
| 
| 
RETENTION CODE J ORTGINAL= -G-=COPRY I Immediately 
A AUDIT CY CALENDAR YEAR Current P PERMANENT 
AR ANNUAL REVIESV SeSex pints S- SURERSE@ Ee: 
C . CLOSED COMPLETEU CANCELLED FY FISCAL YEAR Current T . TERMINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEPARTMENT OtVISION ; EFFECTIVE DATE 
CITY CLERK | 


RETENTION PERIOD 


RECORD SERIES TITLE OFFICE : MICROFILM DESTROY REMARKS 
Ee AREA Inactive AFTER AFTER 
8) C 0 G 
California State of - - 2 Z 
General 
Cal/Osha Safety Standards and Requirements - 0365 = = 2 2 
Campaign Reports = > - - These can be destroyed only 
if microfilmed. 
Census - 0380 = = 2 = 
Central Services - 0390 - - 2 2 
Certificates/Certifications - 0400 = = 2, 2 
Church - 0410 a = ) 3 
Conflict of Interest 
General = Seen 3 alt 
Code - - = 1 
Reports a m/f We *as required due to space 
Chronological - - - - ianmktation. 
City - Century City - 0420 5 - 5 2 
PN Re ee é ucn € 
RETENTION CODE POR TG INA a6 COPY I Immediately : 
P= AUDIT CY CALENDAR YEAR Current! P PERMANENT 
AR ANNUAL REVIEVY Be exX Pini S2 SUPERS ECE CK 
G =CLOSED_ GOMPHETED CANCELEED FY FISCAL YEAR Currents T - TERMINATED 
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bie 
Mi ¥ 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY CLERK 


OIVISION 


RECORD SERIES-TITLE 


OFFICE 


| AREA 


City - Other than Beverly Hills - 0420 
City Attorney's Opinions 3 0460 
City Clerk's Office - 0480 

City Controller - 0490 

City Council - 0500 


City Council - Appeals - 0500.1 


City Council - Exhibits, Petitions Filed at Meetings 


City Hall - 0520 
Building Operations/General 


City Manager - 0525 


City Officials - 0530 
Oaths of Office 


City Property, Real and Personal - 0540 


Civil Service = 0590 


RETENTION CONE U2 ORG ENA: 
A AUDIT 

AR ANNUAL REVIEW 

€ . CLOSED COMPLETED CANCELLED 


er CORY 


RETENTION PERIOD 


2 MICROFILM 
Inactive AFTER 


I Immediately 
CY CALENDAR YEAR Current! 


fa eX PIRES 
EYSoeISiCAte neARs. Gulmrents 


EFFECTIVE DATE 


DESTROY 
AFTER 


C 
a 


2 


* 


REMARKS 


Until revised or 


rescinded 
PERMANENT 
SUPERSECEC: 


et Cane) 


TERMINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY CLERK 


DIVISION EFFECTIVE DATE 


RETENTION PERIOD 


RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
= | AREA Inactive AFTER AFTER 
@) aa 9) s 
Code Numbers - 0640 - a 2 2 
Accounting 
Coldwater Canyon = 2 P v2 
Commendations, Condolences, Proclamations - 0680 = = 5 2: 
Communications; Complaints, Inquiries, Protests ~ - 2 - 
- 0720 
Commissions - 0700 General af o 3 2 
Historical - - Pp 2 
Committees - 0700 General - - Z 2 
' Historical - - P 73 
Commissions and Committees - 0700 é = P 2 
Inactive 
Communications 911 Emergency System = = 5 2D 
Contracts - 0760 Active T ea Ved - 
Contracts - Inactive - 0760 I so m/ £ 2 
Corporate Matters - 0780 s = 5 2 
Court Matters - 0810 = = 5 2 
Covenants - 0820 TE a P 2 
Deeds and Easements - 0830 i = pa ee 
RETENTION CODE “0” ORIGINAL “C” COPY 1 tnmediatel 
PS eSUOIT CY CALENDAR YEAR Current P PERMANENT 
AR ANNUAL REVIEVV eenceclet Rites So  SUPRERSE@Ec 
Ge CLOSED SOOM Pane CAN CEEEED Yaris GAtbereARSCarenth T TERMINATED CK 
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ae RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION , EFFECTIVE DATE 
CITY CLERK 


RETENTION PERIOD 
RECORD SERIES TITLE OFFICE ; MICROFILM DESTROY REMARKS 
AREA Inactive AFTER AFTER 


1 
8) | Cc 0 C 
Detachments | Pe ae P 2 
Department Store Project 6/74 Te: 2 Ee5 2 
Nieman-Marcus, Bullock's Wilshire 
Department Store Project 5 ze 5 2 
Public Hearing (C-R) Zone 1/6/76 
Disaster Planning - 0850 5 2 5 ie 
Driveways & Aprons - 0860 5 2 5 Z 
Elections - 0900 6 2 6 2 
Employees - 0920 2 2 2 2 
Employees - 0920 P 2 P 2 
Compensation Plan 
Employees - 0920 5 2 5 2 
Public Employees' Retirement System 
Employees - 0925 5 2 5 2 
Union 
Encroachments - 0940 Pesce P Z 
Energy Crisis - 0945 Se ee! 5 | 2 
RETENTION CONE NOUS ORGINAL =< GO CORY I Immediately 
STI: CY CALENDAR YEAR Current P PERMANENT 
AR ANNUAL REVIEW E EXPIRED : S SUPERSEDED CK 
€ - CLOSED COMPLETELY CANCELLED FY FISCAL YEAR Currents T - TERMINATED 


PAGE NO. 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OtVIsion EFFECTIVE DATE 


CITY CLERK 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 
Environmental Impact Reports - 0950 | Planning m/f 


Environmental Review Board - 0950.1 
Environment - 0950 

Federal Aid - 0960 

Federal Funds - 0960 

Fees - 0965 


Fences - 09/70 


Filing System - 


Fire Department - 1020 


Firearms - 1030 


a 


O” oRIGINAL “C” copy 1!  Inmediately 


RETENTION CODE 

A AUDIT CY CALENDAR YEAR Current P PERMANENT 

AR ANNUAL REVIEW — EXPIRED = SUPERSEDED 

€ - CLOSED COMPLETED CANCELLED FY FISCAL YEAR Current T - TERMINATED os 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEPARTMENT DIVvIsiOn 7 EFFECTIVE OATE 
CITY CLERK 
ee ee 


: RETENTION PERIOD 
RECORD SERIES TITLE OFFICE ; MICROFILM | OESTROY REMARKS 
AREA Inactive AFTER AFTER : 


9) C 


De elo 2c eo ee 


Franchise - 1040 Preoiee = - - = Pp 2 


Franklin Canyon - 1060 Peete Z - - - - P Z 
l 
Freeways P. | ve - - - - P Z 
Funds - 1100 P 2 - - - - r 2 
Garbage & Trash Z 2 - - - - 2 2 
Garnishments - 1140 > 2 - - b) ~ 5 Z 
General Plan (formerly Master Plan) - 1160 P Z - - - - P 2 
Greystone - 1180 
Historical uz di - - - - az. 2 
General 2 1 - - - - 2 1 
ee a Ee pe ee Be if di 1 
RETENTION CODE pe ORIGINAL Wey COPY I mnediately 
hes SUED CY CALENQAR TEAR Current P PERMANENT 
FN eeeUNT AN tape ae ow E EXPIRE. 5 SUPERSED ee 
G CLOSE CONPELTE se CANCELED FY FISCAL TEAR Currents TRE TER INA CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEPARTMENT DIVISION , EFFECTIVE DATE 
CITY CLERK 


RETENTION PERIOD 


Handicapped - 1190 5 | = = fe 
Health - 1200 ey, = 5 a 
Highways & Freeways - 1210 Peaaee s = = 
] 
Hospital - 1220 D | 2 = SS = 
Insurance - 1240 5 2 = = = 
Insurance Certificates - 1240 TE5 2 = 5 = 
Insurance Policies - 1240 (Expired) TH 2 - = T 
Legal - 1260 5 9) Zs = = 
RETENTION CONE “0” optGINAL “C” copy i. Immediately 
AUDIT CY CALENGAR TEAR Current! 
ARS ANN Ne REVIE wy Eeaie ule: 
Ge CLOSE DEC ONIPe eee ANCES ED FY ers GA TEAR eCurcenti 


RECORD SERIES TITLE OFFICE MICROFILM 
LS aAREA Inactive AFTER 


| ) 


ESTROY 
AFTER 


REMARKS 


DERNIANENT 


SUPERSER ee 


“con 


- TERMINATED 


CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


CITY CLERK 


RECORD SERIES TITLE 


Legal Opinions - 1260 
Legal Matters - 1260 
Legislation - 1280 


Library - 1300 


Licenses, Fees - 1320 


Lists - Labels - 1330 

Harold Lloyd Estate 

Los Angeles County - 1340 
General 


Sanitation District 


Lots - Split, Vacant - 1360 


Management - 1370 


Maps - 1380 


RETENTION CODE 
A AUDIT 


Ae SAINI Ste lig 2c 


GmCLOS COeGON Peano ea ANE EEEED 


Ue ORIGINALS Gc -CORY— tT 


OtVIsSIOn 
¢ 


RETENTION PERIOD 


Oreice MICROFILM | DESTROY 
AREA AFTER | AFTER 
0 | Cee Cl ee C0 ae 
P : 2 - - - - P fe 
a | 2 - - = 2 p 2 
2 : esd eA = i. ek ae 
5 Zz - - - - 5 2 
Ce eS : : be SLBe oo) 
ee 2 ah ieee 9 
12 | 2 - - - = P i, 


1S) 
No 

I 

' 

l 

i 
Sal 
N 


5 Z ~ - - - 5 2 
P 2 - - i - - 2 
5 2 - - ~ - 5 2 
Pp ze - - = = = 2 


Immediately 
CY CALENDAR TEAR Correan 
fp sexe Puleyees: 


fy -ElS GA EARS Currents 


EFFECTIVE OATE 


+4 


REMARKS 


DERMIANENT 


SUPERSES ae 


- TERAUNATES 


CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DBItvIision ‘ EFFECTIVE OATE 
CITY CLERK 
: ‘ RETENTION PERIOD 
REGORO SERIES IITEE OFFICE MICROFILM | OESTROY REMARKS 
AREA Inactive AFTER AFTER 
Sic OC eC Des ce 
Meetings - 1390 . 2 | 2 - ie - - Z Zz 
Miscellaneous - 1400 © See - - - - 5 2 
Municipal Code - 1420 es os - - - - 
California Code Service - Reprints 
| 
Newsletter - 1440 See es - zs Si ae 
Newspaper Clippings - 1440 5 2 - - - - 2 
Noise Nuisances - 1480 Z 2 - - - - 2 2 
Notices to Public - 1490 5 Z - - > ~ 5 7 
Oil - 1500 Historical & General P 5 - = - - - 5 
Ordinances - 1520 General/Including to Publisher| 5 2 - - - - 5 2 
Organizational Chart 2 Ps - - - - Z 2 
Parkette Procedures 5 2 ~ - - - 5 2 
Parking - 1540 
General 5 2 - - ~ - 5 2 
Historical P 2 - - - - - 2 
Parking In-Lieu P 2 - - - ~ - Z 
Parking Authority - 1540 General & Contracts P 5 - - = = = 5 
Parking Authority Bond Sale P 5 - —— - - - 5 
Parking Structures prs tien: - oar - - oe 
RETENTION CONE “QO” ORIGINAL “C” COPY 1 Immediately 
N= AMUN : CY CALENDAR TEAR Current P PERMANENT 
FN NAN Gee Sete louis Eee exiting: Se oS REARS Ems: 
€-£ELOSES CON Pre TESSCANGELSED FY rISCAL TEAR Currents 1 EOIN OTe CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT A EFFECTIVE DATE 


CITY CLERK 
RECORD SERIES HIE EE OFFICE : MICROFILM DESTROY REMARKS 
| AREA Inactive AFTER | AFTER : 
! 
be eCsc0) 2 Cece ec 
Parks - 1560 : 5 | Z - [= - Bs 5 2 
Patents - 1570 PF = a I = = = 
Permits - 1580 Mer Org oie = 2 wen eae 
] 
Personnel Department - 1600 2 | 2 - - - - 2 2 
Petitions - 1620 =) a - - - - 5 2 
| 
Planning Department - 1630 ee ar - - - - 2 Z 
Police Department - 1640 ED, - - - - 2 2 
= ‘ 
Police - 1640 
Clinton Anderson Award Pee - - - - - - 
Post Office - 1650 2 2 - - - - 2 2 
RETENTION CONE ie ORIGINAL es COPY I Immediately 
ee SET CY CALENDAR TEAR Current) P PERMANENT 
PA NNT NI eee te eae: Bomex Pinine: 2 SWRI ER Se 
CJ CLOS EOS CON Pe ibe = CANCELEED FY rISCAL :EAR Currents T= - fen wiINATES: CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


CITY CLERK 


DIVISION EFFECTIVE DATE 


RETENTION PERIOD 
RECORD-SERIES- LET LE OFFICE ; MICROFILM DESTROY 
AREA Inactive AFTER AFTER 


Eee er ese 


REMARKS 


Property, Private and Public - 1665 5 - - 2 
Public Employees Retirement System - 1670 - - 5 2 
Public Héarings - 1680 2 Be oe) 
Miscellaneous 2 PMA G1) be eee 
City Council 2 ere} Mba 
ERB 2 Se Mikes 2 
CSC ie SSS Via v3 
Planning 2 Sart boas 
Public Works - 1700 - = 2 2 
Publications - 1720 2 Sof m/f 2 
Proof of Publication 
Publications - - Z 2 
Purchasing - 1740 - - 2 2 
Reapportionment - Congressional District ~ - 5 Z 
Records Program - 1750 a % P 2 
Recreation - 1760 iS s Jae? 
RETENTION CODE eas ORIGINAL ce COPY I Immediately 
7 UNO CY CALENDAR YEAR Current) P PERMANENT 
AR ANNUAL REVIEW f= EXPIRES Seno JPEBSERED 
C -CWOSED ECON Pes eva CANGELBED FY FISCAL YEAR Currents it TERMINATED (ene 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEP AR TMENT OtVIsiOn ; EFFECTIVE OATE 
CITY CLERK 
RECORD SERIES TITEE OFFICE Lee DESTROY REMARKS 
AREA Inactive AFTER AFTER 
! 
0 | é see (ac 9 C 
Refuse - 1765 2 2 - - = = We 2 
Registrar-Recorder - 1768 2 2 ~ - - - Z 2 
| 
Reports - 1770 ; 
Miscellaneous 2 12 - - - - Z Pe 
Quarterly 3 2 - - - - 3 2 
City Council 8 2 - - - - 3 2 
Payroll 2 fi 2 2, iS = 9 1 
Environmental Impact - 2 2, = = Se 2 
County Flood Control P 2 - - ~ - 2 
Streets, Parking Zoning P 2 - ~ ~ - - 2 
Water System P - - - - ~ - - 
Requests - 1780 2 2 - - - - 2 2 
Requisitions (Supplies & Printing) 1790 2 1 - - - - 2 1 
Resolutions (Mailing & Publications) 1800 2 if - z - - 2 1 
Revenue - 1805 2 1 - - - - 2 2 
Safety Program - 1820 5 1 - - - - 5 1 
Schools - 1840 
Historical P E - ~ - - P - 
General 2 i - - - - 2 if 


Senior Citizen - 1850 we 2 ie Dries Be = = = Dosey 


: : 


RETENTION CODE “0” ORIGINAL “C” COPY 1 Immediately 

A AUDIT CyeG ace ia Re nempeeesnueite P DERNIAINE SF 

FATS ANI Uae tev eaten elise San OURERS tess CK 
Gam ClOSE DRC OM D=sieme CANE EESED FY FISCAL YEAR Current 7 OE TEAMINGTES 
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RECORDS TRANSFER AND RETENTION SCHEDULE = 


DEPARTMENT 


CITY CLERK 


RECORD SERIES TITLE 


Services Equipment etc. - 1860 


Sewers & Storm Drain - 1880 


Sidewalks Curbs Gutters - 1900 


Signatures Facsimile - 1920 


Signs - 1940 


Sister City Program 


Staff Meetings 


Streets Street & Address Directory - 1980 
City of Beverly Hills 


Streets Beverly Drive Extension - 1980 
Streets Improvements Lighting - 1980 
Streets General - 1980 


Historical 


Street Vacation 


Surveys 

Switchboard 

Taxes General - 2020 
RETENTION CONE = ele ORIGINAL 
A AUDIT 


PRE ceNIN Ure nie 
E= tO e iowa 


Eire GANECEREED 


OIVvIsStOn 
RETENTION PERIOD 
OFFICE |e MICROFILM 
| AREA Inactive AFTER 

are 26 0 & @) iS 
2 2 = = = oS 
5 ys - - 
2 2 - - - - 
5 2 - - = - 
5 2 & = a - 
ess veo 2 “ 
2 1 = = = we 
pesebee = 

Po 

\ 

pee) 

2 2 

Pp 2 

% 2 

5 2 

2 Z 


ne IGOR Y..5 


I Immediately 
CY CALENOAR TEAR Conent 
EF EXPIRED 


FYe gISCAM= EARS Gugent) 


DESTROY 
AFTER 

9) C 
2 2 
5) Z 
2 as 
5 2 
5 2 
10 2 
2 1 


EFFECTIVE DATE 


REMARKS 
Save Report "Wastewater Flov. 


Forecast to the Year 2000" 


Update and for distribution 
purposes 


7) TERMINATES CK 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVItstOn , EFFECTIVE DATE 
CITY CLERK 


RETENTION PERIOD 


RECORD SERIES TITLE Ofrice : MICROFILM | DESTROY REMARKS 
| AREA Inactive AFTER AFTER : 


Ess | 

0 
Tracts subdivisions = 2040 p | F ee ats C 0 C 9 C 
Traffic General - 2060 | 


Crosswalks/Lighting/Loading/Safety/Signs/Stops EES SY. - - - - 2 2 
Ttrattie.—Sipgnals 2 | 2 - - - - 2 2 
Traffic & Parking Department - 2070 =) | 2 - - ~ - nee 
Transportation - 2080 5 2 - - - - 5 2 
Transportation SCRID - 2080 Historical ig 2 - - - - P 2 
General 2 2 ~ - - - 2 Z 
Transportation Railroad/Southern Pacific - 2080 Ge 2 2 - - - - 2 Z 
Historical iz 2 - - - - P 2 
Trees - 2100 7 2 - - - - 5 2 
United Crusade Annual 2 2 - - = - Z 2 
Utilities - 2120 General 2 2 - - - - Z 2 
Utilities - 2120 
Pacific Telephone & Telegraph 5 2 ~ - 5 2 
Taxi Cabs 3 2 - - 5 2 
Southern California Gas Company 5 a - - 5 Z 
Pacific Electric ee - - 2 
UE Tty=District No. *2 P eo - - - - iE 2 
Utility District No. 4 P Des = - - - i 2 
Utility District No. 5 a) 2 - - - - p 2 
RETENTION CONE HO ORG. NAL e-c GORM. I Immediately 
jae SUE CY CALENDAR TEAP Current) P PERMANENT 
Ieee NIN Cae eG FE eae lila S SUPERS ES =e 
© =C1OSES. COMP SI Ea CANCELZED EVERISe at. CE aR Ca ent T= TERMINATED CK 


PAGE NO. uy 


— 


an 


ee 


i |. an 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


RECORD: SERIES-EH-EE 


Vacations, Alleys & Street Closings - 2140 
Variances - 2160 
Viewpoint 1973-74 
Water - 2200 
Water - 2200 
Metropolitan Water District’ Boundaries 
New Franklin Canyon Reservoir & Dam 
Water Miscellaneous Property Files 
Report 
Summary of Fire Rating/Classifications & Report 
Weeds 
Youth Intern Program - 2230 
Zoning - 2240 


Historical 
General 


PNB MOAN US aber TEN ae i 
CaeelLOS Eos CON Ps Sne = CANGEESED 


RETENTION PERIOD 


OFFICE 
AREA 
eee. 
ee 
Peewee 
iP Lo 
| 
See a 
ie 2 
12 2 
ris w 
3) 2 
12 2 
2 Z 
5 Ze 
P i 
5 i 


toe CENA = 6 COPY 


OIVISION 


: MICROFILM 
Inactive AETER 
C C 0 C 

- - - 2 

I Immediately 

Cr GAcENG AR 1 BARe Sanne 

— EXPIRE. 

FY riSCAL TEAR Currents 


| DESTROY 
AFTER 
is) C 
E ‘ 
- a 
5 D 
P 2 
Pp Di 
5* 2 
5 2 
Pp 2 
2 2 
5 2 
- 1 
5 il 


EFFECTIVE OATE 


REMARKS 


*After sale 


DERNIAN ERE 


ShERNIINAT SS 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEPARTMENT DIVIsSiOn . EFFECTIVE DATE 
CITY CLERK Vital Records 
’ RETENTION PERIOD 
RECORD SERIES TITLE OFFICE MICROFILM | OESTROY REMARKS 
| AREA Inactive AFTER AFTER 
! 
Gp ee nee rie 
Resolutions iy | * | * Annually 
or as required 
Ordinances rE = 
Budget Documents Pee * 
| 
Financial Statements Pe * 
Minutes P ® 
Articles of Incorporation P 
Commission Books - Minutes and Resolutions * 
Architectural Commission i * 
Civil Service Commission pr * 
Environmental Review Board P * 
Parking Authority P * 
Planning Commission P * 
Solicitations Advisory Commission P * 
Traffic and Parking Commission P * 
Public Hearing Tapes 2 - - - - - Z - 
(except tapes on Zoning Matters or 
under Litigation) 10 - - ee = = 10 * 
Microfilm (Original and copy -- evaluate and P 
request Council approval to destroy 
those used to eliminate bulk for 
certain records required to be kept 
for specified time periods, such as = 
Controller's records, etc.) 
Bos Cane 4 ena wen 
RETENTION CONE (uote renal NA =U COPY 
eee O(N CY Gate (AR meee inet. P . DERMANENT 
AR ANNIGAG REVIED. Fameeesialiaitces So SURERSE SES: 
€ CLOSED COMPLETEU CANCELLED FY FISCAL :EAR Current: TS TERMINes ec ae 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT ; ee E . EFFECTIVE DATE : 
Carty -controller Administration x 


: RETENTION PERIOD 
RECORD SERIES TITLE OFriCe : MICROFILM DESTROY REMARKS 
| AREA Inactive AFTER AFTER 
O GC ®) C @) 
Alpha file - Miscellaneous 2 3 
Subject file: 
a. Budget Estimates 2 1 
b. *Memoranda 2 
Cc. Contracts and Agreements P Cc Original should be in 
Gity Clerk's Office 
d. Resolutions and Ordinances P S ed a 
€. Taxes 2 
f. Insurance 2 
Sa ASAE wp nen 
RETENTION CONE QO. S6R46 INA — C= COPY 
A AUDIT CY EALENDAR YEAR: Current) P PERMANENT 
RR2ANNU Ree i EeeePiRES CaS IRE RS Eran team 
€ - CLOSE) COMPLETED. CANCELLED FY FISCAL YEAR Currents T - TERMINATED co 


*Filed by writer and by department pace no. 2 


RECORDS TRANSFER AND RETENTION SCHEDULE 


OEP ARTMENT 


City Controller 


OIVIsiOn ; x "i EFFECTIVE OATE 
Administration = 


RECORD-SERIES TITLE OFFICE 
H AREA 
O iS 
Reports: 
a. Controller's Reports P 
b. Other Departments' 2 
c. City Manager's 5 
d-—tneernal Reports 2 
e. City Auditor's 5 
f. Annual Financial Reports 2 
g. Quarterly Financial Reports P 
h. Worker's Compensation 2 
Personnel Pz 
Forms P 
RETENTION CONE "0" ORIGINAL “C" COPY 
A NESSUS 
NIN ees et ad 
PCO St COMPETED CAR ELLED 


RETENTION PERIOD 


: MICROFILM DESTROY REMARKS 
Inactive AFTER AFTER 
0 Gros) & 8) G 
2 | 
5 
2 
5. 
2 
*After termination, all 
personnel files are for- 
warded to Personnel Dept 
for combining and micro- 
filming. 
1 
CY CALENDAR YEAR Current) P PERNIANENT 
— EXPIRED S SUPERSEDED 
FY FISCAL YEAR Current T . TERMINATED co 


PACEING = 2 


eS 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT \ Olviston ; EFFECTIVE OATE 
seuty controller General Accounting = 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE i MICROFILM DESTROY REMARKS 
PSaARER Inactive AFTER | AFTER 
O C 0 € ) C 8) C 
Accounts Payable: | 
1. Purchase Requisition Cc Ke 
2. Purchase Orders 2 3 as) 
3. Warrants (Demands) 2 2 | 2 
4. Petty Cash Vouchers 2 3 5 
5. Warrants (Yellow copies) } 2 3 
Accounts Receivable: 
4, Request for Remuneration eC Becomes part of invoice 
5. Paid Invoices a Z 2 
6. Unpaid Invoices ‘S Becomes part of paid 
invoice file 

/-= Prat eC vCoildisien Reports Ss Becomes part of invoice 
8. CPD Costs Sheets G Becomes part of invoice 
9. POST Claims Summary (: 3 3 
Revenue: 
10. Deposit transmittals 2 2 2 
Il. Cash Receipts back up slips 2 5 5 
2.* Deposit Slips 2 3 5 
13. Debit & Credit Memos 2 3 Elo 

RETENTION COME Pa GRAS ENA eC CORY 

A - AUDIT CY CALENDAR YEAR Current) e PERMANENT 

AR=ANNGAS SEVIENY : Pee caint © Sp SURERSeeiee ae 

C-- CLOSED) COMPLETED. CA CELLED FY FISCAL YEAR Currents T - TERMINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEP ARTMENT OIVISION 3 : EFFECTIVE DATE 
CiGy? Controller General Accounting 
RETENTION PERIOD 


RECORD SERIES TITLE OFFICE ; MICROFILM DESTROY REMARKS 
i AREA Inactive AFTER AFTER 


) & 0 C e) C is) | € 


Investments: 

14. Safekeeping Receipts Part of record sheet 
15. Investment Record Sheet 
16. Debit and Credit Advices 
17. Correspondence 


W WW W 
ND NN bY 
or mu uw 


Miscellaneous: 


18. Property Disposition Request 
19. Property Identification Request 
20. Inventory Log Sheets 
21.=- CPD=Log sheets 
22. Work Orders 
23. Metered Postage Slips 
24. Data Key Punch Transmittals 
25. Central Stores Order Sheets 
26. Revenue and Expenditure 
Monthly Reports 


Accounting Records: 


99 OUL nat evouchers 

28. ~Cash-Journal 

992-= Treasurer siapntries 

30. General Ledger 

31. Cash Bond Deposit Ledgers 


WwW Ww ND RPNEFRPANNN | 
ee ee | 
Ww W ae | 
WW WW Mw NNNNANNN 
fee MOL MO Lay Milich LIER AES: 7A e Me Sai cea aime A TURE lig 


with @ balances = 3 
Sete SETA wnu wen 
RETENTION CONE 0” ORIGINAL “C" CoPY 
j\ oe NU LOIRE CY CALENDAR YEAR Current) P PERMANENT 
Rowan Nice 25 VIE : Fo EXPIRED) S SUPERSEDED CO 
@a-CLOSE) COMPELTEOSCANSELELED FY FISCAL YEAR Currents T ~TERSMUINATED 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEP 4RTMENT OIVIsStONn ~ F EFFECTIVE OATE 
Cicy-controlbler General Accounting 
RETENTION PERIOD . 
RECORBAERIES TEE OFriCe : MICROFILM DESTROY REMARKS 
Se AREA Inactive AFTER AFTER 


ers Reo CS ES AO px Orr 10 ed Bde 
Accounting Records: (contd.) 


32. Cash Bond Deposit with Open Bal, C | Ends up with @ balance 
33. *Fixed Asset Sub-Ledgers 3 3 = ee 
34. Water Dept. Inventory Ledgers 1g 
35. Appropriation Ledgers 3 3 3 
Tabulation Runs: 
36. Revenue - Cumulative 3 3 
37. Revenue - Detail 3 3 
38. Cash Receipts Summary 3 3 
390% lnyoOl ce 1S ting P 
40. Ambulance Billing 3 3 
41. Accounts Receivable 3 3 
42. Fixed Assets 3 3 g 
* Includes Water Dept. & Vehicle 
Shop. 
RETENTION COME SVE DRIGINAIZ Oo’ COPY 
A AUDIT CY CALENDAR YEAR Curent P PERMANENT 
ARE ANNI GEA AEVIESY : Bee en iiBES S=—SUPERSSOEG 
€ - CLOSED COMPLETED. CANS ELLED FY FISCAL YEAR -Currenti T . TERMINATED CO 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


OEP ARTMENT OIvistOn . ; EFFECTIVE DATE 
Citys controller Licensing 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE : MICROFILM DESTROY REMARKS 
1 SS ARER Inactive AFTER AFTER 


C 0 C 0 & 9) G 


1. Business License Applications 
2. Regulatory Permits 
3. Bicycle Licenses 
4. Correspondence 

5. _ Special Charges 


6. Transient Occupancy Tax Data 


RETENTION HOHE SUS ORIGINAL =< -G “CORY . 

A= AUOIT. CY CALENDAR YEAR Curent) P PERMANENT 

AR ANNUAL REN IENY ; Pao iRE) SS SUPERSEOES CO 
C - CLOSE) COMPLETED. CANS ELLEO Fy FISCAL YEAR Currents T - TERMINATED é 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OIVISION e ° EFFECTIVE DATE 
CrtyeControlier Payroll ; 
RETENTION PERIOD 
RECORD. St Ries. Tee OFriCt i MICROFILM DESTROY REMARKS 
| AREA Inactive AFTER AFTER 


0 S C C @) € 9) € 


1. Time Sheets 2 2 m/f 
2. Payroll Registers 2 2 m/£| 
3. Personnel Action Forms 3 3 n/£ 
4. Transmittals (check & time sheetg) 6mo 
5. Insurance Forms 2 2 Destroy after 4 years 
6. Year To Date Register 2 2 m/f 
7. Leave Registers 2 2 m/ 
8. Distribution Sheets (work sheets) 2 2 4 Store after 2 years 
RETENTION CODE {Oe AORTGINAL—- C COPY 
A AUDIT Cy CALENDAR YEAR Curtent) P PERMANENT 
AR ANNUAL SEVIEN : Sa duit S SUPERSEDES 
C . CLOSE COMPLETED. CANS ELLEO FY FISCAL YEAR Curren) T . TERMINATED oe 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OtvVIsiIOn 7 . EFFECTIVE OATE 
Gity Controller Water Receivables 
= RETENTION PERIOD 
RECORD SERIES TITLE OFFICE MICROFILM DESTROY REMARKS 
L AREA Inactive AFTER AFTER 


0 e 0 s is) S 


Accounts Receivable--Water/Wastewater/ 
Solid Waste Enterprise Funds 


Monthly Registers: 


L =Billing- Registers 3) 
2. Daily Cash Receipts, Daily Adjustments, 
Input and Error Adjustment Entries, 
Input and Error Cash Receipts 
Entries, Cycle/Route Audit Reports, 
Open Balance Registers, Book Total 


Listings, Adjustments 
Consumer Guarantee Deposits: 
3. Receipts 
4. Outstanding Listings 
5. New Deposits Listings and Deposit 
Impairment Listings 
Miscellaneous Files: 


6-2 ON-and—OFrr Orders, Customer Corres= 


pondence File 4 
7. Completed Meter Book Pages 3 
8. Water Service Applications - 
Inactive Accounts 
9. Bills Collectible (Invoices) 4 
RETENTION CORE {0 SORTGENAL 
A. AUDIT Cy CALENOAR YEAR Current) P PERSIAINEINT 
AR ANNUAL 2EMIENY : Fo EXPIRES) Sees UCHR S erie 
C - CLOSE: COMPLETED CANCELLLD FY FISCAL TEAR Currents T - TERMINATED exe) 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION 


FIRE 


RETENTION PERIOD 


EFFECTIVE OATE 


REGORDSERIES a fCEE : MICROFILM DESTROY REMARKS 
Inactive AFTER AFTER 
0 Ss 
Administrative Incident Reports 2 
Air Pollution Control District 2 
Ambulance Reports 5 2 | Confidential 
Ambulance Specifications and Equipment 2 
Battalion Chief Management Unit 2 
Beverly Hills Firemens Association 2 
Budget Information and Expenditure Statements 2 
Budget worksheets (yearly) 2 
Central Services 2 
Change in Assignment 2 
City Attorney 2 
City Council 2 
City Manager 2 
Commendations 2 
Communication Devices : 2 
= 
7 CAITIAA ~A\1) Mn wcuw 

RETENTION CODE 0” ORIGINAL “C” COPY 

jx EHO CY CALENDAR YEAR Current: P PERMANENT 

AR ANNUAL REVIEVV i E EXPIRED SUPERS EOE 

C - CLOSED COMPLETED CANCELLED FY FISCAL YEAR :Currents T - TERMINATES 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


ODEPARTMENT 


Conflict of Interest 


Civil Service Eligible Lists 


Data 


Day Sheets 

Emergency Facilities Information 
Emergency pr eneredaces 
Environmental Review Board 


Finance Office 


Fire 


Fire 


Fire 


Fire 


Fire 


High-Rise Information 


Industrial Accidents 


OtVISION 


RECORD SERIES TIHTEE 


Processing 


Alarm System 
Chief 

Prevention Bureau 
Reports 


Service Day 


OFFICE 


EFFECTIVE DATE 


RETENTION PERIOD 


Inactive 


MICROFILM 
AFTER 


DESTROY 
AFTER 


RETENTION CODE "0" ORIGINAL 
& AUDIT 


AR ANNUAL REVIEW 


GEEGLO SEE COnrie) Bea CANCERUED 


UGE CORY 


CY 
E 
FY 


CALEND 
ExcriRies 
FISCAL 


AR YEAR -Currenti 


YEAR 


‘Currents 


REMARKS 


Retain some for archives 


Retain some for archives 


P . PERMANENT 


Se SUPERS Emine 
T - TERMINATED 


F 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION F EFFECTIVE DATE 
RETENTION PERIOD 
RECORD SERIESCHTLE OFFICE : MICROFILM DESTROY REMARKS 
| AREA Inactive AFTER AFTER 


0 | é Ae re p= Ce nao Se 
| 
| 
| 


Inglewood Training Program Z 2 2 2 
Insurance Services Office 5 2 5, 2 
Intra-Departmental Communications 5 | 2 = 2 
Inquiry Letters 2 : 2 2 2 
L.A. City and County 2 2 2 2 


Occupancy Files on all Business and 
Apartment Residences in the City | ny P 2 


Paramedic Inquiries and all Other Information 5 2 5 D 
Paramedic Release Forms 5 2 5 2 
Paramedic Training and Recertification 5 2 5 2 


Personnel Recall 5 2 5 2 


Personnel Records (current) Pp. 2 5% P 2 *5 years after termination 


Personnel Services 5 2 5 2 
Physical Agility Testing 5 2 5 2 
Physical Fitness Program 5 | 2 Bee 
1 fi 
| 
ae 3 ASANO SIE AX ven 
RETENTION CODE QO” ORIGINAL “C” COPY 
A AUDIT CY CALENDAR YEAR -Current p PERMANENT 
AR ANNUAL REVIEVY : ee Slededinten S- SUPERSEDES 
CoeClLOSeO COMPEETED, CANCEELED EVs FISCAIS VEARaEGurrents T © TEANINATED F 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT cae A EFFECTIVE DATE 


RETENTION PERIOD 


RECORD SERIES TITLE OFFICE : MICROFILM DESTROY REMARKS 
AREA Inactive AFTER AFTER 
) C Oe 0 Ea 6. 0 C 
Police Department 5 2 5 2 = 
Public Appearance Request File 2 : 2 2 
Public Safety Facility Si eh = 2 
| 
| 
Public Works Se ee” 2 
Red Cross 25s ee 2 
Safety Information and Meeting Minutes 5 eZ 2 
Staff Meeting Minutes Ue ee 2 
Training Schedules 2 2 2 
Water Department 5 2 2 
; { \ 
\ 
i ! 
Fae es We iho “wen ; iS 
RETENTION COD UPORIGINAL = G COPY 
hea AUDIT CY CALENDAR YEAR Currents P . PERMANENT 
AR ANNUAL REVIEW ES Senin S> oUPERSEQES 
C - CLOSEU. COMPLETED, CANCELLED FY FISCAL YEAR Current) T - TERMINATED F 


PaGE NO. 4 


i 4 


rey 
- a 


ie OCU my 


ae 
qr" 


MU 


A i hed cy 
Wind 


\ 


ie Le 


vA er - 


Be 


Oy 


hana 


fi 
oi 


iT 


4 


yy 


Pi 
. { 


U 
yi 


ben 


} 


aa 


nh 
fo 
F } 


4 


ae 


14 


7 


a Lr Ad : 
pe 


wae 


w ve 
ay | 
{ 


yes We ie 


r wi th Wie. ed oLeaye 7 
7 oa ‘ re “ 
yi ae : 
Lait : " 
my ' : ca } 
1 Vi I ¥ 
‘ ye 
y is j ae 
4 j ; i} A 
’ ier. 


iv A fi al 


' my ry ’ 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 
LIBRARY 


RECORD SERIES TITLE 


GENERAL CORRESPONDENCE & INFORMATION 


1. Departments - City of Beverly Hills 
: Historical/Vital 
Current 


2. Library Divisions 
Historical 
Current 


3. Organizations 


a. City of Beverly Hills 
(Commissions, Committees, etc.) 
Historical 
Current 


b. Outside Organizations 
(Chamber of Commerce, etc.) 
Historical 
Current 


c. Library Organizations 
(Friends, MCLS, etc.) 


Historical 
Current 
RETENTION CODE "0" ORIGINAL 
AS Aw DUT 
AR ANNUAL REVIEW 
C - CLOSED. COMPLETED. CANCELLED 


OIVISION 


ADMINISTRATION 
RETENTION PERIOD 


OFFICE ; MICROFILM 
AREA Inactive 
| iG 


ac AFTER 
0 | 
! 


DESTROY 
AFTER 
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LIBRARY 
RECORD SERIES TITLE 
B. PERSONNEL 
1. Permanent Employee files 
2. Part-time Employeé files 
3. Terminated employees files 
C. RECORDS 
ie Gibrary -time- sheets 
2. Payroll time sheets 
3. Payroll records (Pac Numbers, Leave 
Registers, Overtime, Payroll Registers, 
Gel eile) 
4. Library Division Statistics 
5. Library Budget 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


a. Capital Improvement Programs 
b. Worksheets 

c. Historical 

d. Current 


RE TENTION CODE 


A - AUDIT 
AR ANNUAL REVIEW 
G CLOSED. COMPLETED CANGELEED. 


UO OR TG INAL 


DIvVItsiOn 


ADMINISTRATION 
RETENTION PERIOD 


OFFICE : MICROFILM 

AREA Inactive AFTER 
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RECORDS TRANSFER AND RETENTION SCHEDULE. 


OEFARIMENT Bicision 


LIBRARY BtRom Dus race a Aide) 


EFFECTIVE OATE © 


—tcngemme em fe = nr ae 


RETENTION PERIOD 


MICROFILM | OESTROY 


"RECORD SERIES TITLE 


SS ORhCe REMARKS 
Sek Inactive AFTER 
SSS SSE Se —-———— a aa a a aw ee ee ae 
0 G 0 c C 
I Purchases & Payments 
a) Invoices & credit memos S; = 5 
b) Purchase orders : Se 5 = 5 
c) Requisitions Y dt = Ac - 
d) Warrant requests 3 - 5 
II Revenue 
a) Transmittals ; FY ae = 2 
bio Cashier receipts EY. 1 - 2 : 
c) Expenditures (ledger) and Z 3 = 5 
- receipts 
IfI Budget 
a) Documents FY if - 2 
b) Departmental monthly budget Ps 1 = 2 
analyses 
c) City statements of Serene eS [exe if - Z 
IV Reports 
a) Quarterly to City Manager 1p 2 2 
b) Monthly Library Activities BNE = - 
c) Qutside reports, €-J.-, Gasirorn Le. FY 5 5 
State Library annual, MCLS, etc. 
a Ope TEHTIO': COLE aa Snipe Siren 2 
fe UL OT 0 OR I G I NAL, C coPY Gy CALENDAR YEAR Cutreal) Pp PERMANENT 
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CCG UP COl. PACED CANCM2ED FY fISCAt TEAR :Current ee : T . TERMUNATEO = 


ees s0.3 


22 
ve: 


PT ee it fib get Kile 
Va Minty We nies os ry f iis " tive ” 


FE 
we 


> 

Eh. Wart vet haus ae \ 

sh ; ae i ri + ; ur A vA iy Me ited) hy la Ney ata ' Me ; 
HMM RC PUM aatbatly ThAG i ae eee ae 
ny Beat a 1 Di My oY Ae + Le eo BT oy 
alt A: ; sit w fees Me tah Pa ; el i” 
ad a haat) PU Ta) oe. 
aa We ia ‘AP ek , WAY 


- 
—— 

> 
7 ant ; 


Bras ie 


ia 


ta 
i 4 v. 
thy a} ae! i 

ae 


=e |. 
: 2 . es iP 4 i “fF * 
nica hentia ie 

) 7 ee 14) pa get ai iG r 

Vi f ve ; we Ale r te, 7 pi, «) 

wn Ron SY Po Se Re DAR Se in 
v We ve i As 
iy ad ron : gl ie in ae ity vey fee ah ai a al ‘ te 

As 


Eg ny’ aa ‘aan is: neh 


tah * ‘ at 
Te Py . ah Pats eye Bn or 
ry ne ine a mn 


; 


Cpr 


ry ” 
foe, aan : Jes | ; 


dl + telat He sh val ben : pie 

Bata ae ay 
| a W Veyinso ESN | 
apa Sa 


, hile 
a l Mi ip te ’ bbl ey. 
sty BA ad re hay Wei 
hu ry M my a i ai £3), aa Do a ey re ie 
PRT RR RAD Se ei does 


paints es a 
oe bo ae 
by! are Wan ee - 


") 


Tues fay tinh" 
Shane Ay PN ih taht 


+i et hs ha aah of ol a 
ts Rens: hay 4i¢ Be hf oe 


if “a 
Ai fi 


a P “7 i we rap y" va ike r +vus Te.) TAP? ata, Beh 
Maire des | tae hee Me ith Bercy hy ian ta ie i ee a 
a YY ag! i i ' Jn ae a »* Os : ba oe poe ba ee dang 

Bote fhe oe Ag eth) ance a’ 

oe oa a ce Hane eacay 
ee POLO Wh ite uae 


a ee 


F el) * 
id Ati ar <a 


Livin sn 
ae aha, 


Ne i, 


"hae Be 
(eae 


EFFECTIVE Ee OATE 


RECORDS TRANSFER AND RETENTION SCHEDULE ne 
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SEBARIMENS LIBRARY (ADMINISTRATIVE AIDE), 
2 Se = RETENT OH PesI09 = 
j Bis tic | DESTROY REMAR 
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reo a Faye ae = -i}s— 5s Se 0 C 
V. Inventory 
a)eecrty-inventory- print—outs 2 
b} Departmental inventory of art 
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b) Re equipment maintenance 3 
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RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DIVISION 5 EFFECTIVE DATE 
LIBRARY AUDIO-VISUAL 


RETENTION PERIOD 


RECORD SERIES TITLE OFFICE ; MICROFILM DESTROY REMARKS 
AREA Inactive AFTER AFTER 


Grint : | 


Os eo Oe CaO c 


| 
AUDIO-VISUAL DIVISION 


Budget - current fiscal year 
Budget - next fiscal year 
Correspondence — General 
MCLS - General memos 
Calendar information 
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Ge ClOS DRC ONIPEETEUSCANCELEED FY riISCaAl YEAR: Current T - TERMINATED L 


PAGE NO af 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT EFFECTIVE DATE 
PLANNING : 
Eh SE ee ee Pea oo ia Sok Si eS en 


RETENTION PERIOD 


RECORDSERIES TITLE OFFICE MICROFILM DESTROY |. REMARKS 
AREA Inactive AFTER AFTER 
= 
PLANNING DEPARTMENT le. fai 0 C 
Procedures | 
General (EES Gen 3b 
Historical IE ~ - 
Records Management 2h 
Fees 2 | 1 2 iL 
H 
Special Studies 
Historical P - - 
Current Se, iL 
Applications/Cases 
Conditional Use Permits 2 1 72 ik 
Tentative Tracts/Lot Splits De 1 2 2 1 
Variances 2 1 Annual 2 1 
Annexations 
General 2 Il D: 1 
Cases pT § 2 1 
Subdivision Map Act cate Peel 
: ! 
RETENTION CODE SOURGR LG INAls © COPY 
A AUROLT. CY CALENDAR YEAR .Current P . PERMANENT 
AR ANNUAL REVIEW — EXPIRED S . SUPERSEDED 
Gea ELOSEDECONP Sore Ore CAN CEREEO FY FISCAL YESR Currents T - TERMINATED PL 


PAGE NO Ss 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


OtVIsSlIONn 


; EFFECTIVE OATE 
PLANNING 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 


PLANNING DEPARTMENT 


0 C 
Comprehensive Employment & Training Act (CETA) Z 1 
Personnel = - |* File to Personnel after 
termination. 
Accident/Liability Reports “ 2 
| 
: | 
retention cone = "Q)"” ORIGINAL “C™ COPY 
NUON CY CALENDAR YEAR .Currenv P . PERMANENT 
AR ANNUAL SEVieEv Ee SeX PIRES) SE SURENSEDES 
Cae CLOSED: EONIPESaT ED CANGCEREED : FY eRISCAS YEAR Current T - TERMINATED PL 


pace No. Gy 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OtVIsSion 
PLANNING 
RETENTION PERIOD 
RECORD SERIES ATE OFFICE : MICROFILM 
AREA Inactive AFTER 
t 
GENERAL PLAN * O | ic Oe 
General Information +92 | l eG ees 
Policy Plan + 2 | 1 = 2 
| 

Environmental Setting + 3 | if = = 
Post General Plan Be Dit oat = Ae 
Business Triangle ae) i a BS 
Circulation/Transportation + 3 1 = 3 
Conservation + 3 iP = = 
Housing C+3 iE - - 
Land Use + 3 1 = = 
Noise + 3 L = x 
Open Space + 3 iL = = 
Safety C+3 ip = = 
Scenic Highway + 3 1 es S 
Seismic Safety + 3 : 7. er ae 
Urban Design C43 l = | Z 
Social (er Si ae oe Soll ag 

RETENTION CODE AOR GIN Ais ae CORY, 

A. AUDIT CY CALENDAR YEAR .Current 

AR ANNUAL REVIEVs E . EXPIRED 

GueaClOSEOMeON bs=1E OE CANCELLED FY FISCAL YEAR Currents 


DESTROY 
AFTER 


EFFECTIVE DATE 


REMARKS 


* All historical material 
is permanent. Current 
to be destroyed as in- 
dicated. 


PERMANENT 
SUPERSEDES 


T - TERMINATED PL 


EY | 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT OIVISION 


PLANNING 


EFFECTIVE DATE 


RETENTION PERIOD 


RECORD SERIES SEITE ; MICROFILM DESTROY REMARKS 
Inactive AFTER AFTER 


* All historical material 
is permanent, Current 
to be destroyed as in- 


ZONING * 


Zoning Code and Code Revisions 


dicated. 
General 
R-1 
R-4 
Commercial 
Industrial 
Transitional 
Administrative 
Sign Ordinance 
Zoning Code: Other Cities 
RETENTION CODE SCOR LGU NAlee c= COPY 
(N= oa NUIT CY CALENDAR YEAR Current) P . PERMANENT 
YELPER Me Si eo RHEE S . SUPERSEDED 
CLOSER CONiPse) GOS CANGCELEED FY FISCAL YEAR Currents T - TERMINATED PL 


PAGE NO. g 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT DOItVISION 


PLANNING 


EFFECTIVE DATE 


RETENTION PERIOD 
RECORD SERIES HTLE OFFICE ; MICROFILM DESTROY REMARKS 
AREA Inactive AFTER 


COMMUNITY DEVELOPMENT * 0 C * All historical material 


is permanent. Current 


Federal Agencies to be destroyed as in- 


dicated. 
State Agencies ta z 
County Agencies = = 
Los Angeles City Agencies - = 
General = S 
| 
| 
| 
| 
RETENTION conE = "Q" ORIGINAL “C” copy 
fs NU CY. CALENDAR YEAR .Currenu Pp PERMANENT 
AR ANNUAL 8EVIE. = Sess eee 
C - CLOSED COMPLETED. CANCELLED FY FISCAL YEAR Current T - TERMINATED PL 


PAGE NO. 9 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


PLANNING 


RECORD SERIES TITLE 


LOS ANGELES COUNTY 
General 

Public Hearings 
County Assessor 


Generates! tan 


LOS ANGELES CITY 
General 
Gemevsaneee icin 


Litigation 
Historical 
Current 


neTeNTION cone = "Q" ORIGINAL 
A - AUDIT 

AR ANNUAL REVIEVY 

C - CLOSED COMPLETED. CANCELLED 


| OtVISiton 


OFFICE 
AREA 


BG ony. 


RETENTION PERIOD 


MICROFILM 


Inactive AFTER 


0 G 8) 
& 


CY CALENDAR YEAR .Current! 
— EXPIRED 
FY FISCAL YEAR- Cuocrenti 


C 


DESTROY 
AFTER 
02a e 
2 il 
D, 1 
2 i 
3 i 
2 il: 
3 i 
- i 
Mates 1 


EFFECTIVE OATE 


p 
S 
qT 


REMARKS 


PERMANENT 
SUPERSEDED 
- TERMINATED 


PL 


PAGE NO. /® 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DCEPARTMENT DIVISION ; EFFECTIVE OATE 
PLANNING 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE : MICROFILM | DESTROY REMARKS 
AREA Inactive AFTER AFTER 

GENERAL DE tac 

Beverly Hills Unified School District; Historical = 1 

’ Current 2 th 

California Legislature 2 is 
City Council 

Correspondence 2 £ 


Agendas, Minutes = 1 | Originals in City Clerk's 


Office- 
General Fund Revenue 2 1 
History of Beverly Hills ¥ 7 
Organizations, Commissions, and Committees 
Historical - - 
Current 1 
Personnel Services 


Resolutions, Ordinances - 2\| Originals in City Clerk's 


ORtree. 
= ! | 
oe a wn “ue 
RETENTION CODE 0” ORIGINA C" copy 
A - AUDIT CY CALENDAR YEAR .Current) P . PERMANENT 
AR ANNUAL REVIEVY E EXPIRED S SUPERSEDED os 
@ CLOSED, COMPLETED: CANCELLED FY FISCAL YEAR Current T - TERMINATED 


RECORDS TRANSFER AND RETENTION SCHEDULE 


a a a a a a ee ee Pe) ee kl eo 
DEPARTMENT | DIVISION , EFFECTIVE DATE 
POLICE | 


REMARKS 


AREA Inactive AFTER AFTER 


RETENTION PERIOD 
RECORD SERIES TITLE | OFEHICE MICROFILM | DESTROY 


IG 


i) 


| 
| 
ARREST PACKETS | 


FELONY (except murder, kidnapping, 
Sex crimes — per P.c. 290) 


Exceptions Above: 


OTHER EXCEPTIONS: Records purgable 
per-DOJ/CLL request, and/or per 
order of Court, to be destroyed 
within specified time limit. 


MISDEMEANOR (except sex crimes per 
section -c...29 0) 


Exceptions Above: 


j 
| 
| 
| 
OTHER EXCEPTIONS: Marijuana arrest 
purgable under 11361.5 H&S; DOS Cid 
requests and/or order of Court to 
be destroyed within specified time 
age be rie Bs 


* “* |*A]1]1 files to Personnel 
Z-years—atter-termina= 
Peed tion for microfiiming. 


CITY EMPLOYEE FILE PACKETS 


POLICE EMPLOYEE FILE PACKETS 


2 (Ate termination of employment 


of emp loy- 
i or expiration of permit) 


NON-CITY EMPLOYEE FILE PACKETS/ FORM 10 
ment] or expiratipn of permit 


FINGERPRINT CARDS 
(retain/destroy within period 
corresponding to either #1 through 


#4) 


DO TORN rs CAINE wou “cw 

RETENTION CODE Oe. ORGINAL ==-C. COPY. : ; 5 : 

hg RUENS CY CALENDAR YEA! Curent P° PERMANENT 

ARK ANNUAL REVIEW : FE ExPIRtD COMSUPERS EWES 


Ga CLOSED CON RebrEls CANCELED FY FISCAL YEAR :Curreany T - TERMINATED 
j PAGE NO. i 


Petre 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT | DIVISION 


POLICE 


EFFECTIVE DATE 


| RETENTION PERIOD 
OFFICE 


RECORD'SERIES TITLE REMARKS 


Inactive 


AREA | 
[POs Cx | 52.05 Ca Oca ae | gets 

6. CASE FILES | | : 

(numerical report files): | | | 

Murder/Homicide | PS oe P 2 
Kidnap P Pp P eG 
Embezzlement of public monies | iy , Teel P 1 
Falsification of public records hep ii Ep 1 
Traffic Accident/Injury 5 1 5 1 
5 eS 5 i 


Traffic Accident/Non-Injury 


Sito: Len— Viele le 
Recovered Vehicle 
Impounded Vehicle 


Repossessed Vehicle 


Che, Oley Crna LO 
es ee ee 
ra Coad kt oi Cay 
Pree FS BD 


Stolen License Plate/s 


Robbery 
Forgery 
Burglary 
Grand Theft 


NODA Noir ior 


Rape 


ee esd a 3 WS ated 
RETENTION LODE eUS2ORIG INA 36" COPY t 3 : . 
(NOG TAL CY CALENDAR YEAK Current Po PERMANENT 
AR ANNUAL REVIEW E EXPIRED S SUPERSEDED 
Ge CLOSED. COMPEP TED. “CANCELLED FY FISCAL YEAR 1Currents T - TERMINATED 


Cre Aa om a in 
PSP INSY Oy Rye See Vie) 
ah a Al Ray Mt YS) 


PO 


PAGE NO. & 


ea i 


Perea 
\ “ ere. s ed 


7 


pee 


* 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT | DIVISION 


eee POLICE 


EFFECTIVE DATE 


Re Oe RETENTION PERIOD 
SECON oe eas | MNCROFILM DESTROY 
AREA Inactive AFTER AFTER 


tee ee ee 


REMARKS 


ou; 
oO 
fan 


©) 


6. CASE FILES continued 
Theft 
Stolen Bicycle 
Loss Report 
Assault - Non Aggravated 
Found Report 
Miscellaneous Investigation Report 
Miscellaneous Incident Report 
Animal Complaint 
Noise Complaint 
Ambulance Follow-up Report 
Death Report 
Missing Person CP) IF BTILL MISSING 
brat be] Arres us 
Psycho Arrest/Detention 


Felony Arrest 


Cary i a Se SE et beet! ibe aba ret 
Sra ee Orn Coe Og K Oe ARI Ca Mn Cone WOR ea ae Oy) Oa, 
So ee a ee 


5 
3) 
5 
5 
5 
5 
5 
3) 
5 
3) 
5) 
5 
5 
5 
B) 
> 


Misdemeanor Arrest 


7. “MISCELLANEOUS FILES 


Signed Citations 


NN - 


Absentee Citations 
RETENTION COD 202s ORIGINALS = C- -COPY : | 5 . 
A AUDIT CY CALENDAR YEAR Current) P° PERMANENT 
AR ANNUAL REVIEW : EF EXPIRED S SUPERSEDED 
C CLOSED COMPLETED CANCELLED FY FISCAL YEAR ‘Current T . TERMINATED ee 
PAGE NO. 3 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


POLICE 


TES 


RECORD -SERIES=LITEE 


MISCELLANEOUS FILES continued 
Incident Summaries 

Permits & Permit Applications 
Property Releases 

Bail Receipts 

Cash Transmittals 

Warrant Transmittals 

General Correspondence 


Exceptions: 


ane -betters-which are part ofa 
eontracce. 

b. Letters denying liability of 
CLEY. 

ec. Letters which the City may 
need in Court to disprove lia- 
bility and/or to enforce rights 
of the City. 


Exceptions Above: 
Jail Register 
Case Book Log 
REKRoaCards 


€ POLICE INCIDENT REPORT SYSTEM ) 


20 -ORTGINAL 


RETENTION ¢ ODE 


he AULIT 
AR ANNUAL REVIEVV 
Gee clOSEO: GOnPee lel CANGEREED 


oe! 


| DIVISION EFFECTIVE DATE 


| RETENTION PERIOD 
| OFFICE MICROFILM 
AREA AFTER 


DESTROY 
AFTER 


5 REMARKS 
Inactive 


Wie eee ee ee 
| | : 


5 3 
2 eres expiratilon) 2 (after expiration) 
5 | 5. 
Be | 5 
5 5 
a | 
| 5 5 
P P 
P P 
P P 
ee 7 20 DATA PROCESSING MAKES PRIN 
3 : OUT FROM THESE CARDS; 
: | | 
CORY. : : *, : 
CY CALENDAR YEAR Curent P PERMANENT 
E EXPIRED S SUPERSEDED a 
Pont S Giese Guten) T - TERMINATED 


PAGE NO. & 


1 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEFARTMENT 


POLICE 


REGORDOSERIES TEEEE 


Background Investigations on rejected 


Police Employee Applicants 2 
Background Investigations on Police 
employees 5 
Personnel Files 
a. Data regarding injuries, work 
related 1ttiness, official 
disciplinary action P 
b. Non essential data, e.g. off- 
duityirshekoe stipe. verbad repri= 
mand notes, transfers, etc. 2 
Cityoof Beverly Hitis<Payroll- Report 2 
Overtime authorization 2 
Request for remuneration 
Request for special duty officer(s) 2 
Investigations -~--Closed 
Citizens complaints-Unsubstantiated 5 
Citizens Complaints-Substantiated P 
nerention cone = "0" ORIGINAL “C” COPY 


MISCELLANEOUS FILES continued 


f 2 DIT. 
AR ANNUAL REVIEW 
GeaGvuOoSeOweONPEEIEO- CANCELLED 


OFFICE 


AREA 


DIVISION : : 
RETENTION PERIOD 


; MICROFILM 
Inactive AFTER 


z ° 
CY CALENDAR YEAR Curent) 


EEX PIR et) 
FX rISCAL YEAR Gurrent) 


DESTRON 
AFTER 


EFFECTIVE DATE 


REMARKS 


P° PERMANENT 
SUPERSEDED 
T - TERMINATED 


PO 


wat 
PAGE NO. o 


RECORDS TRANSFER AND RETENTION SCHEDULE 


SS _ ee_ e—_ i 


DEFARTMENT | DIVISION j EFFECTIVE DATE 
PORECE 
[ RETENTION PERIOD 
ROCORD SERTESu lr Le | OFFICE : MICROFILM DESTROY REMARKS 
Aner | REEL VE AFTER AFTER 


i 


@) | G ete GC @) Cc 0 E 
Sis INDEX CARDS (Diebold File): 


(aft r termination) Cafter termination) 
Police Department Employee | 
School Employee 
Hotel Employee 


Liquor Handler 


Noo 


After termination/ 
expiration of permit 


After termination/ - 


Answering Service expiration of permit 


City Employee 
i 

Z 

# 

AUGCELONeEer 2 
Peddler 2 
Second Hand Dealer 2 
Z 

Zz 


Tow Truck Driver 


TSP ath tIND SENS ie gS 


Gabe Daaisv-er 
Masseurs 


Burglar Alarm Company Employees 2 u 
permits. " 


Traffic Accident/Injury 
Traffic Accident/Non-Injury 
Stolen Vehicle 


Recovered Vehicle 


Cae Con Oni sO Ory 
KC rs tS ae CFI 


Impounded Vehicle 


RETENTION CONE TE ORTGINAL= == GC CORY ; ; - : 

KS AUDIT C\- OScENTARST EE veerent P* PERMANENT 

AR ANNUAL REVIEVV 5 E EXPIRE!) S SUPERSEDED PO 
C - CLOSED COMPLETEL). CANCELLED FY FISCAL 1EAR :Currenti T - TERMINATED : 
2 PAGE NO. G 


ECORDS TRANSFER AND RETENTION SCHEDULE 


8. 


Se a TMENT aes ie miiishies ie = , Soe ' EFFECTIVE yee Eee 
POLICE aes case Seo aie ets a eae : z : J v 3 
: RETENTION PERIOD ou : 
REGORE SERN oS: PLISE Pe Lely er tens ae Ee reriatWy i poaniacn one ca! REMARKS 
mped Inactive AFTER | AFTER | 
Rees ts Fs. eae ; eisai Ree a eee, = 
Sets 0s Ge ao0 geet po ce 
| : : ! ie 
INDEX CARDS (Diebold File) continued 
ioe 
| 
Repossessed Vehicle [oot Ra 
| = } 1 f 
Stolen License Plate/s Caec: 5 
i ! \ i 
| | ! | : 
Murder/Homicide ip | | P 
Kidnap iP P 
| 
Embezzlement of public monies te=P= P | 
Fateierooatton ote public records Pres | i 
| 
Sex Registrant per P.C. 290 Eee | P 
| 
Felony Arrest Card Bs | P | 
| 
Misdemeanor Arrest Card | P ae bee 
| | | | 
EratitceadrTrrest | = | 
| | \ 
Psycho Arrest 3) : | 5 | 
Beverly Hills Municipal Code Arrest 5 bea ! 
| 
Robbery 5 5 | 
Forgery Ree 5 
Burglary 5 5 | 
Grand Theft 5 De | 
Rape ess a Sara Sere 25 : 5 : ; eS a : a 
RETENTION CODE SUeSORTGINAEs = t COPY . 
A ou Cio GAS eN ita Rare ae eloeneneant PS PRIA abe ten ea TE 
Al stata V eo Seon te Spas See eee & PO 
( ONS CORIPUE TEE NCELLEC i SrliSC Abe te AR eeuncent) a Rises TERMINATED 


7 


PAGE NO. 


DERARTMENT 


POLICE 


__ RECORDS TRANSFER AND RETENTION SCHEDULE 


j DIVISION 


ERE C hives Oat 


R ETENT 1ON PERIOD 


RECORDESER IES CETEEE | bE et | ee HOROFU DESTROY REMARKS 
“ oe eee AFTER AFTER 
= =e | Dee at Ce 0S Ge 
8. INDEX CARDS (Diebold File) continued | | | | 
Assault - Aggravated | 5 | | 5 | 
Assault - Non Aggravated | 5 | : 5) 
Theft ee a5 | a5 | 
Stolen Bicycle : 5 | 5 ! 
Loss Report | 5 | | oe | 
Found Report | 5 | 5 | 
Incident Report | 5 | Je : 
Animal Complaint | 5 | io | 
Noise Complaint 5 3) 
Miscellaneous Complaint 5 | 5) | 
Ambulance Report Iee5 | 5 . 
Death Report / 5 | 5 : 
Missing Person | 5 5 
Miscellaneous Investigation Report o) bE 
Gun Purchase 5s 5 | . 
Wanted Person P (until cancellad) P (unt 41 Caneel ed) 
Suspect Pp (until cancelled) iE (unt {1 cancelled) 
TASR Card (Traffic Acctdent Special | 2 —- zy 2 | 
Report Cards) 
Bees el dainterviewscard) =< 62 = Je ee 
fie ONL ODL “O" ORIGINAL “C" coPY ? 
i Gp Cs CALENDAR Yt Ae Content Po SERMANENT 
= oe ashe . gee oe i ee eo 


TEC. CANCELLED 


Pace NO. * 


RECORDS TRANSFER AND RETENTION SCHEDULE 


ErPRrEGTRIV-E CATE 


4—]—77 


DEPARTMENT P OIVtsiOn ; 
POGECE PARKING ENFORCEMENT 
RETENTION PERIOD 
REGORD-SERIES -EITEE OFFICE ; MICROFILM DESTROY 
AREA Inactive AFTER | AFTER 


REMARKS 


CITATION Delis ee eee 
BOOK COPIES OF PARKING CITATIONS Z 
MISCELLANEOUS 
VEL iCiLE-BOULPMENT 2 
RADIO. EQUIPMENT 2 
PURCHASE ORDERS 2 
SEATS ECS 
MONTH Ys PALE Y2-SHEETS 2 
BUDGET P 
CORRESPONDENCE 
GENERAL MEMOS 2 
(INCOMING) Z 
RETENTION CODE “0” opreinaL “C” copy 
AUDIT CY CS.fNDAR YEAR .Current) 
AR ANNUAL REVILVV FE EAVIRED 
C - CLOSED COMPLETED. CANCELLED FY FISCAL YEAR :Currenu 


P  PERNIANENT 
S SUPERSEDED 
T - TERMINATED PO 

PaGE NOs. 29 


RECORDS RAtOresAND RE TEN IONSCHEDUEE 


a 


DEPARTMENT | OlwtsiOon EFFECTIVE GATE 


PUBLIC SERVICES 


Administration 


REMARKS 


Correspondence 


> 
fms 


A. Associations & Boards 
B. Beverly Hills (local residents & | 

businesses), 
Beverly Hills City Council 
Capital Improvement . | 
Commissions & Committees 


° 


Conferences 

Federal Government 

Insurance, correspondence 
Interdepartmental (Bev. Hills) 
Intradepartmental (" is ) 
Los Angeles County 

Other Cities 

Piibiac. Utiaeies 

S0,.-Cala formia=Rapid=i Transit: District 
So.Pacific Transportation Company 
State of California 

Chronological files 


° 


NNO NYNYNYMNNNNNMNM NH LD fe 
NNONYNYNNNMNHYNNNN FW PL 


| 
t 


TAD | FSVOwWas re EP Coy tes Gai etd meta Ga) 
en ON en ON a Oe ee 
POF NRF RP RP RP RP EPR RP RP Pie 


- Miscellaneous 2 
é oy evi ucuw 
RETENTION CONE = ORTGINAL = -0-=COPRY 
(=O a CuSGAGe VOaR M Ee Sarre Dea See 
AR ANSUL=- 28 Ere aS Sieneeoc 
meee Fes te are ¥ oe RS 
Gre CUO ea GC Siecle CAIN Ge io es Gere Ae Oe Teeclicecoine nce 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT 


PUBIC“ SERVICHS 


RESCRD-SEriES: FITEE 


! 
| 0 
II. Reports 
A. -Accident | 2 
B. Associations & Boards 4 
C. Capital Improvement 4 
eee 11 y_GOunGdde (Bohs) 2 
E. Commissions & Committees 2 
F. Conferences 2 
G. Consultants 4 
H. Emergency Operating Plan - 
I. Insurance reports Z 
J. Inventory 2 
K. Los Angeles County - 
DPeeeO0ther=Cities 2 
M. Public Works/Services originated 4 
Noe Pubic Utaiteies Z 
OSS Lates.or -Galitornia Z 
P. Federal Government 2 
Q. Miscellaneous 2 
III. Projects (Tentative/Miscellaneous) 4 
IV. Budget Documents & Financial Statements 2 
RETEUTION COE US ORIGINAL <0" Copy 
AL =AUSH 
iN Saat 
CaCO s= GEMS ED CANGELEED 


PREP RPE RPE PE OPP PERE 


DIVISION 


EFFECTIVE DaTE 
Administration 


RETENTICN PE2ICD 


GAO Fest REMARKS 


Rereas | 


Enac=ive 


| emee p21 Ce De 
Se 
| bee 
| 4 oa) 
| = 1 
| | 2 nf 
| 2: 1 
| | 4 1 
= 2 
2 1 
2 1 
pS it 
2 1 
Pa 
Rap 1 
| 2 : 
Ee 1 
2 ak 
CX CALENGAR YEAR ~“Currear ae P Riper eet: 
| Soe Peng ee rN) SoS sSbPessee c= PS 
F USCA eek Garment Poa Teasninece: 


2 


PAGE NO. 


a | 


ve 


i 


RECORDS TRANSFER AND RETENTION SCHEDULE 


DEPARTMENT | Orviston ERrPECTIVE DATE 
PUBLIC SERVICES Administration 
ere | _ RETENTION PERIOD = 
RE CORG SeR IES FIT EE | OFFICE MICRGEILAY | OESTROt REMARKS 
i ARES | a nae Hise AFTEA Ewe 
| nl ; =a. ES 
Bree me 0 E16 C ; 
V. Payroll Records | 2 58 2 1 
| 
| | 
| 
VI. Personnel Records LES T | PIceS T | *Originals to Personnel 
| copies retained until 
| termination, then for- 
.| warded to Personnel 
Services for combining 
VII. Purchasing Documentation 2 if we 1 and microfilming. 
tae tes wou ue = 
RETENTION. CO! DU OREGENAlL Cc =COPY. 
A AUDIT CALENGAR= YEAS “Carrent Pp PERS Aa ape 
As nae = SEA teens ea gal ele Sear Seale PS 
Ce CLOSE S COMM PLE ESI CEANCECLED rISGaeerroe Cmte nig T 2TES INST Co 


RECORLS TRANSFER AND RETENTION SCHEDULE 


DEP AR pee OlVISION S ; EFFECTIVE DATE 
Public Services :: Building Maintenance 
RETENTION PERIOD 
RECORD SERIES TITLE OFFICE | MICROFILM | DESTROY REMARKS 
a b= CARER Inactive AFTER | AFTER 
PERSONNEL 
Current * * Originals to Personne 
Employee folders containing: Copies retained until 
Personnel Action forms termination, then for- 
Performance Evaluations ward to Personnel Serv. 
Accident Repor ts 2-|_ for combining and micro 
Reprimands/commendations filming 
Time sheets--payroll record 
CITY HALL KEY FILE : - 
catdst11e Pe On going basis. 
CORRES PONDENCE 
Chronological file = a - is 
Inter Office 2 ui: 2 a; 
Department 2 1 ws 1 
PURCHAS ING 
Invoices ~ 2 - 2 
Request for Warrant = 2 = 2 
Credit Memos - 2 - Z 
Purchase Requisitions - 2 - 2 
Purchase Orders - 2. - 2 
! | 
RETENTION CONE Gey elem ie anf ea Ce. COPY on 
A AUDIT CY CALEND&2® YEAR Curtenty P PERS TANES.7 
AB-ANNEASSREVIEy. ; fata oRee Ses PEAS er as 


ED PS 
4 


PXGEENS 


RECORDS TRANSFER AND = = TENTION SCHEDULE 


SSP ANE CW TSUOR : EFFECTIVE DATE 
PUBLIC SERVICES “4 ENGINEERING 


RETENTION PERIOD 


MICROFILM DESTROY REMARKS 
AFTER AFTER 


0) C 0 (E 8) C ) C 


RECORD SERIES TITLE OFFICE 
AREA | Inactive 


1. Bid Summary Ledgers +5 - - - - ~ C+5 - 
Z. City Engineer Standard Construction Gs = - - - P * 
Drawings 
3. Construction Bonds 42 _ = = s = C+zZ - {Bonds required for con- 
struction work on 
private property 
4. Engineering Project Files and Specifi- +.2 Se ~ — | C+2 - /¥F C 
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